INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-115-77-01

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

Superseded by NC1-115-82-01

Date Reported: 05/04/2021

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE
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CERTIFICATE OF AGENCY REPRESENTATIVE
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EQUEST FOR AUTHORITY DATi RECEWVED 708 NO
TO DISPOSE OF RECORDS 41 FEE 1977
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A
TO GENERAL SERVICES ADMINISTRATION N {I i 1 2 ;7 i
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY
1 FROM (AGENCY OR ESTABLISHMENT)
Bureau of Reclamation tn d with the pr of 44 USC 3303a the dis
posal request, including amendments, i1s approved except for
2 MAJOR SUBDtVISION ttems that may be stamped ‘‘disposal not approved’' or ‘‘with
General Services Division drawn™ In column 10
3 MINOR SUBDIVISION
Records Management Branch
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT /q
Theodore M, Kilby 343-9447 1-27-78 Mml‘_/
Archivist of the United States

Ifgﬁy certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal in this Request of
page(s) are not now needed for the business of this agency or will not be needed after the retention pertods specified

2-3-717 Chief, Records Management Branch
Date (Signature of Agency Representative) (Title)
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This comprehensive records disposition schedule supersedes
all previously approved records schediles of the Bureau of

Reclamation. Dispositions for machine-readable records
appear in the "Machine-Readable Records Supplement" at the
back of this schedule, NOTZ:

the Bureau,
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subsequent to, and/or not disposable by, this schedule
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Records Service,
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~0. Ceneral corresmonience.

Correspondence, menoranda, directaves, and reports related to

Cffice or Project administratxon. Subjects include establishing and
revising office procedures, rules, and regulations; management reviews
in oroad functional areas; the control and scheduling of management
technigques; data processing as a managelent 100l; assigning identifying
names and symbols to Beclamation projects, features, and structures;
using conferences and meetings to promote administrative matters;
defining services and their location within an office; employee pay
and benfits information; stock room facilities and their use;
soliciting charitable contributions; promoting purchase of savings
bonds; and the administration of safety programs.

Destroy when superseded, revoked, or 3 years old.

v 100-1. Corresvondence, reports, transcriovts of hearings, and related
. documents concerning studies or investigations of Reclamation
‘. administrative and management functions by ihe Congress.

B

T . a., ‘Commissioner's 0ffice--Destroy when 10 years old.

IR b. All other offices--Destroy when 3 years old.

Management review case files,

-o? r
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5
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N
]

S

Vi

Destroy when 5 years old.

ST
~

S

. +71CC-3. Designations of employees to certify items for publication in the
S Federal Register.

B

: Destroy when revoked or employse vacates position to which
: designation is assigned.
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R,
a

il

5




» ¢

100-4.. Reclamation Instructions or Manuals

~~a, Formal releases

1) Record copy (Commissioner's Office)--PERMANENT. Offer
superseded releases to NARS when 10 years old., (Arr. by
volume or series number). ca. 2 cu. ft./yr.

2) All other copies--Destroy when superseded or cbsolete.

~«"b. Regional supplements
1) Record copy (Regional office of origin)-~PERMANENT. Offer
superseded releases to NARS when 10 years old. (Arr. by
volume or series number), ca. 1 cu. ft./yr Bureau-wide.

2) All other copies--Destroy when 1 year old.
100-5. Manuals of other agencies, such as Federal Personnel Manual, Federal

- Property Management Regulations, Federal Procurement regulations,
General Accounting Office manual and others.

Destroy in agency when no longer needed for reference,

10C-6. Correspondence relating to arrangements for wasats, trips, meetings,
and conferences, includang accomocdations and approvals of attendance.

Destroy in agency when 6 months old.

100~-7 Case records reporting public accadents, inguries, fatalaties and disabulaties with
related correspondence and including similar case records for occurences involvang

contractor employees:

. Destroy 6 years after date of ircadent or 3 years after _s_ei‘t_:}emen‘b of arny claam.

™ T gty T T
NOTE: USE Retention and Diasposition Instructions 975-1 and 975-2.6r occurvences
mvolving  Federsd emplioyees

100-8. Safety and Accidents Summary or Progress Reports.

Destroy in agency when 5 years old.

100-9. Safety program publications, posters, safety reminders, and other simalar

o promotional materials,

Destroy when 1 year old.

100-10. Faire fighting agreemmnts and related correspondence.
W

Destroy in agency upon terminataion of the agreement,


https://reportJ.ng
https://PERMANE:r-..TT
https://sl.mll.ar

110.

110-1.

-3- -

Authorizations and Policies Fales.

Correspondence, reports, and studies regarding Reclamation authorities
and policies relating to the establishment of nationwide and regional
boundaries of Reclamation authoraties; and including comment from the
public or other sources concerning Reclamation authorities, actavities,
accomplishments, and related matters.

a.

Record copy of correspondence, memoranda, and public comments
regarding Congressional delegation of national Reclamation
authorities, delegations of those authorities to Regional and other
levels of Reclamation organization, and other Reclamation-wide
matters of a broad administrative nature. (Commissioner's Office)--
PERMANENT., Offer to NARS when 25 years old. (Arr. alphabetically
by office, thereunder chronologically). I—amfyw. a- Wewf¥ Jyr

Hecord copy of authoraties and publaic comments pertainang to
region-wide jurisdictional matters, such as establaishment of
field locations, delegations to field locations, and matters
concerning establishment of field location boundaries and limats
of authority . §¢§é§nﬁ%ig;€% e of record)s-PERMANENT., Offer to
NARSAwhen 2§§Yea §814: Cﬁrg. alphabetically by office, and
thereunder chronologically). ear3I—infyr: ca % cbl /10 yrs

All other copies-~Destroy when 5 years old.

Delegation of authority files.

In-house delegations of signatory and other temporary authorities
including designations of Construction f£ngineers as representatives of
the contracting officer.

Destroy in agency when revoked, withdrawn, or expired.
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120. Natural Hescurce Conservation Reference Pide,

.- Letters of transmittal and other correspondence, reference reports,
and courtesy copies of studies created by other agencies, and related
to major natural resources conservation programs.

Destroy in agency when 5 years old.

120-1, Natural Resource Conservation Working Papers.

L
Statistical and other raw data, and preliminary reports related to
major programs of resource conservation.

Transfer to FARC when 5 years old. Destroy when 10 years old.
A120-1. Gectherma] Inveshgetiene~- see Thewm A 130~ t) Machive- Feeaolabl'g SUFP}?W*W!
120-2. Heclamation Hesource Conservation Hesponsibilities.

Correspondence, memoranda, reports, and studies defining or interpreting
Reclamation's authorities in the development and use of natural resources,
including delegations from the Secretary of the Interior or Congress.

a. Conmissioner's Office--PERMANENT. Transfer to FARC when 10 years
0ld. Offer to NARS when 25 years old. [(Arr. chronologically, and
thereunder by subject). ca. 1 cu. ft./ 10 years.

b. All other offices~-Transfer to FARC when 10 years old. Destroy when
25 years o0ld.

120-3. Hecords relating to environmental impact statements.f*égzggﬁﬁﬁ;@ifﬁﬁﬁ%ﬂi
. a. Heclamation copies of draft and final statements assigned DES and TES
control numbers and transmitted to Council on Znvironmental Quality.

1) Commissioner's Office--Transfer to FARC when 10 years old.
Destroy when 25 years old.

2) All other offices--Destroy in agency when 10 years old.
+ b, Transcripts of public hearings, or written comments solicited by the

[ Bureau in connection with environmental statements published by the
Bureau, related correspondence, and negative determinations of

v anvir)nnénnnfa'k img\;p'{'_ " Asr by projech 37 project,
1) Regienal 6Ffice o for interest -~ Break File "y (u. e
g ’ { - Mn . y

Prelives (AARS) when & years olds

) Rl other ()FFQE’S - 'Destﬁut tihere 1O rs oid.
c. AdvanCe or review drafts of ES together with supporting data,
« narratives, exhibits, correspondence, preliminary reports, reference
reports from other than Bureau sourees, and other material generated
or gathered in prepartion of statements and their transmittal for
review, and including review comments, NTE’ Comments are included eitheras
part or an appendix. fo yhe EIS, This 1s a mnfwfaﬁ»y ft’fwr'&wfﬁ oF Ve CER,

Destroy 5 years after issuance of final statementsor 10 years after
date of last document if no environmental statement is prepared
or issued.

RT8B s5/1/78

i
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«d, Environmental statements of non-Bureau origin, transmitted to
the Bureau for review and comment or acquired for reference
purposes, and including all related correspondence or comments.

Destroy when no longer needed for reference or when 10
years old, whichever is sooner.

A i2a0-3 . Environmemtal Twmpact S‘fﬂd‘eme{/ds/ animal anel,
Flam+ life nveutories oand on g eing date.  for

wmanagement  studies -- see  Machine- Readable
Reeorols ngPlemew{*)IwLem A 120 -3,



122,

122-1.

3 —6" -~

Records Of Planning Boards, Committees, and Special Commissions.

Correspondence, preliminary or reference copies of reports, informal
minutes of meetings of sub-committees, and other related material
received or created by Reclamation during participation in groups
empowered to study and propose major plans for multi-agency conservation,
development, and use of resources, or to consider special problems
related thereto,

Destroy when 5 years old.
Official copies of minutes of meetings .and other periodic reports

(annual, semi-annual, program, or other issue) issued by the board |
or committee and sent to Reclamation. R by geevp, Wherevader chren. & /g“

a. Commissioner's Office -~PERMANENT. Break file annually. Offer
to NARS when 10 years old.
b. Regional Office of Major Interest--FERMANENT. Break file

annually. Offer to NARS when 10 years old.
c. All other offices--Destroy when 10 years old.

Proposed Reclamation Projects Investigations Files.

123.

s

123-1.

{ﬁwhs

Housekeeping correspondence, prelimiary studies with review comments,
supporting statistical and documentary data; and formal reports
including investigation status reports, final report with recommendaticn,
and studies of economic factors, special problems, water supply
availability, reclamation benefits for area studies, and other similar
matters,

For life of investigation (i.e., before project becomes authorized,
postponed, or abandoned)j break file every 5 years and transfer
S5-year block to FARC immediatly. ‘hen the project is authorized,
postponed, or abandoned, dispose of records according to 123-1,
123-2, or 123-3, whichever is applicable.

Authorized Project Files,

'Inen a proposed project is approved for construction, the regcords , = s,
gathered in the invgstigationg file (Item 123) shall be SRR from FARC et
into the full range of decimal subjects applicable to the records as
indicated in Records Management Handbook No. 1. The re-ccded records
will form the nucleus of the subject files pertaining to the newly-
authorized project, and will contain further accumulations of records on
those subjects for the life of the project. Use Retention and Disposition

Instructions applicable to the newly-coded subject identifications.
For example:

R&DI 500-3 for records related to geological investigationd

R&DI 500-6 for records related to securing authorization for
construction of the project

R&DI 502 for cost estimate records prepared during the investigation

R&DI 510 for correspondence concerning design, location, and
construction of dams, and

Other R&DI provided for specific subject files.
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123-2. Postponed Project Files.

.~ Includes records described in Item 123, Upon receipt of official
notice of pecstponement, transfer all records tp FARC. On reactivation
of inve¢igation, withdraw all records from FARC, and dispose of them
according to Item 123.

123-3, Abandcned Project Investigations Files.

o Includes all records listed in Ttem 123.

Transfer to FARC upon receipt of official notice of abandonment.
Destroy 10 years later.

123~-4. Informal compilations of working data, computations, and information
regarding proposed Reclamation investigations, and supporting
narrative or statistical data contained in correspondence and reports,
EXCLUDING records listed in Item 123,

Destroy 25 years after authorization of project, or 10 years after
abandonment of project, whichever is applicable.
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125, Proposed Project Investigations by Other Agencies.

Correspondence and preliminary or summary reports concerning proposed
resource development projects of other agencies, and submitted to
Reclamation either as a courtesy or for comment,

Destroy when 10 years old.

125-1, Public notices of hearings to be held for the purpose of securing
_ public comment on proposed investigations of other agencies (such as
the Corpss of Engineers), routineld sent to the Bureau for reference;
transcripts of these hearings; and other related matters.

Destroy when 6 months old.



Retention and Disposition Insir  ‘ons

BURZAU OF RECLAMATION -
130 LAW AND LITIGATION RECOHDS
23411 Correspondence Files, Corre pondence concerning the Bur-au's rights to hold
arl protect proverty, to participate in litiation, to file claims and take
\ other legal aclions. Correspondence relating to substantive matters eventually
is incorporated into officinl Reclamalion Instructions
& years oFter clow of related Fiscd yeal.
e Testroy WieR--3ieore—o0kde- ft“:{afﬁg
130-1 Witness Filese Records relaling to employeed$! sorvice as witnesses, including
OK\41 requests for and approvals of service, swrd reimbursements for expenses and other
ﬂﬂ Sumilor 2xs - 2
« Destroy when 3 years old.
130-2 Legislative History Fileso, Case files related to legislation, such as Federal
oK Reclamation Laws, affecting the Dureau's asuthoraties, aclivities, and intercsts.
g\m]11 Includes corrcspondence, reports, coples of legislation, and data requested by

Congress to support the Bursauts cormments, and Burenu corments. (Arranged by

mwrber of law.)

ae Enacted legislavion
(1) Cormissioner!'s Office--PEPMANENT, Transfer to FARC 5 ycars after l=w
is enacted. Offer to HARS 20 years later.

/Volume is about LeO cubic feet per session of Congress/

(2) .Regicnal office most affecled--Destroy when no longer needed for

reference.

(3} A1 other offices--Destrcy when no longer needed for reference or §

years after enactmant of law, whichever is soonere
be Legislation not enacted

« Destroy 2 years after legislation is killed.

NG Pora O



Reteniion and Disposition Instru¢c ns
BURRAU OF RECLAMATTON -

LAW & LITIGATION RECOFDS, contimued:

1303 Public Works Appropriations Files. Reference copiles of legislation and Congressional

o ¥ :hearings containing testimony rclating the Bureaun activities.

gl

« Destroy when no longer needed for reference or when 5 years old, whichever is
800NET,

130-h law Enforcement Filess. Correspondence and case files relating to theft, vandalism,

oK 1 unlawful entry, unaathorized occupation of land, trespass and sirmilar crimes

glﬁh occuring on Reclamation propertys

o Destroy when 5 years old, or 1 year after scbtlemenl of any lilipation.

130m5 Damage Claims Case Files. Formal filings of claims for damages, invcoigative

reports, appraisals of damage, legal opinions, correspondence negotiating sct-le—
oK

o]

h’]ment or denial of claims and related correspondence. Also includes conies of
surmons, subpoenas, complaints, rulings of the court and other related corres-

pordence and copies of court proceedings in cases uhere litigation occurs. EF‘)* %"-Crg\!ﬂe rea«‘aﬂf
[% tm

eoor
s vhem | see
&uﬂ:\gmuf\'\*

ae Teton Dam failure claim cases-—-Destroy 3 years after audit ef-sebilement
< Ttewm
after setement™ i no avdit~ ocewrs, A v30- ‘53

zadtons or wherr 10 years y&é—ﬁm P
Riojast

be All other caseg-~Destroy 3 years after settlement,

130-6 Reference coples of decisions of the Comptroller General, Secretary of the

% Interior, and other regulalory authorities concerning Bureau activilies and
0
%\M’ﬂ authorities,

« Destroy when no longer needed for administrative purposess

100 Pape 10
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Retention and Disposition Instru " ms
BURFAU OF RECLAMATION :
140 RECORDS AMD FORMS MANAGEMENT RECORDS

Correspondence Filess Correspondence conderning the establishment of filing

6K

gli‘i systems and records disposition systems; security of records; and the creation
and use of formse
s Destroy when 3 years old.

140-1. Privacy Act Recordse OCorrespondence related to the administiration of the
K Act, listings of records for publicalion in ihe Federal Register, rates to

0%

q\i"i\ be charped for records furnished under ithe act, transmitials and copies of
special rerorbs recuired from time to time (such as costs of maintaining
records subject to the Act,research time to locate rcords, and other similar
matters).

e Dispose of according to General Records Schedule 1l
ho-2 Record Disposal Files. Standard Form 115's, Reclamation-wide anthorities
o¥ 1 pertaining to non-record materdal, and local office authorities vertaining
1
%\“d to non-record material,
« Destroy when related records are destroyed.
140-3 Record inventories and worksheets.
\x‘*\\'ﬂ
+ Destroy when 2 years olde
1ho-k Filing handbooks and guidese
‘il‘q 111 ¢ Destroy when superseded.
140~5 Luthorities to microfilm specific groups of recordse
gK
i1l

Destroy 10 years after microfilming.

100 Page 11
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Retention and Disposition Tnstruc " n
BUREAU OF RECLAMATION

-

RECORDS AND FORMS MANAGEMERT RECORDS, conlined:

1,0-6 Records Transfer Filese. Standard Form 135fs and other transfer arrcements documersing
ting the transfer of records to NARS or to water user organizations. ( F‘?gc._lf”&"‘ i: 33
o TR
g A o~

ae SF 135ts--Destroy when temporary records are destroyed in FARC oR 1 year’ after

permanent records are accessioned by NARS.

be Water User lebters of agreements-Dcstroy when Burecau records are returncd to the

custody of Bureaue

1407 Forms Numbrical Filese Case files containing copies of each form, revisions and

relaled correspondencee

ox (”

ﬂ\‘i o Transfer to FARC 3 years after form is superseded or becomes obsolete,

Destroy 10 years after transfere

1L0-8 Forms Functional Filese Case files containing copies of each form, revisions and

related correspondence,

oR
g]\q\'l’l

e Destroy when form is superseded or cancelleds

A NG LIBRARY MANAGEMENT -- See Mackine -Reachable Records
Suﬁﬂeme/vcl—) Ttewme A 4y

100 Pape 12



-13-
GENEZRAL SERVICES Ehl.onrDS

150. Correspondence File. Correspondence, memoranda, and reports related to the
administration of office services such as mail delivery, communications and
facilities operations, and space manegement; and the establishment of
procedures for routing and receipt of correspondence, regulating telecom-
munications traffic, releasing or assigning equipment and supplies,
issuing of travel authorizations and other credentials, securing trans-

portation services; and presecribing format and distribution of off'icial
correspondence,

Destroy when 3 years old.

150-1. Bureau Employee Directories File,

a. Directories

1) Record copy (issued by Ccmmissioner's Office, E&R Center, and
each itegional office)--Destroy when 10 years old.

2) All other copies--Destroy when superseded.
b. Correspondence related to preparation, printing, and distribution

of directories--Destroy 3 o after issuance of directory
months

150-3, Communications logs and other statistical data recording use of
communications systems,

Destroy when 3 months old.

150-4., FPostal Estimate File, DPostal estimates and related worksheets,

Destroy when 2 years old.



150"5 .

150-6.

150-7.

150 -% . see a
P {Ha

MMV 150-9,

-1~

Space Agreements Files. Space agreements and related correspondence.

Destroy upon termination of agreement

Issuances File, Logs, lists, or book covers recording issuance of
transportation requests, travel orders or authorities, bills of
lading, freight bdlls, tax exemption certificates, and other
similar matters.

Destroy when 2 years old.

Identification cards and other similar credentials such as passports,
visas, and credit cards.

Destroy when cancelled or no longer valid.

Still photographs, created by the Bureau.

8., rhotographs selected as "archival' according ¥6 Reclamation
Instructions 356.2.3a, 356.2.6, and 386.5,84; original negative
and 1 captioned print of each color or bTack and white
phosggraph, color transparency, and iiternegative, with related
index®s or other finding aids. («fr, In alpha-numeric system
1.) ComMissioner's Office--pepflanent. Offer to NARS-NNV

in 5-ysar blocks at 5-y#ar intervals, (?hm@eq%; created. | ot

retewed ; By Commussioners” office). ca- Lin.fye

foched  2) AlYother offYegs--PAEMANENT. Offer to the Archives Branch,

FARC, Denver Fedxfal Center, Building 48, Denver, Colorado,
in 5-year blogKs aM5-year intervals. .
ca ;LW'H' /4 cvrrestly - Will decccase 1n {:U“}urg}dqqe bo laele
b. Photographs net selected as ™srchival,'" with related captions JZhvE{?
and indexeg#~Destroy upon accepdgnce of parallel block of
archival Aelections by NARS.

c. Othesr pictorial records such as posters)\original artwork, slide
sgts, and filmstrips; the original and 1 r3ference print--PERMANENT,
Cffer to NARS when 5 years old. (Arf a\Pim-n erically ; d-3m / W'>

Qfficial Motion Pictures of the Bureau of Reclamation.

a., Original negative or color film, soundtrack, intermediate master
positive or duplicate negative with optical soundtrack and one
sound projection print of egch film produced or acquired by
Reclamation--PERMANENT. Offer to NARS when 5 years old. -
(a!‘mm’d by Fitle, [5cu-Pf net e ageney, z{afrﬂj Frem 1G9y 'c] ansaf accmfation Cge H)
b, Finding aids and production documentation such as data sheets,
shot lists, catalogs, indexes, or other tectual information
required for proper identification, retrieval and use; including
production contract and case files, scripts, transcripts, records of
film origins, release, ownership, and other similar matters.,--
PERMANENT, Offer to NARS along with the productions to which they
relate, (arrasged by Fitle of Filon, amacal yof. énfdAwali

¢. Duplicate, multiple, or release prints of films--Destroy when
obsolete or when film is removed from circulation.


https://rho~octro.ph
https://356.2.3a
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A 150-8. Still Photographs

At a) Standard and special use photographs selected as "archival"
S according to RI 356.2.64. Criginal negative and 1 captioned
print for each black and white photograph; original color
transparecny or color negative, a captioned print, and an
internegative (if available) for each color photograph;
with related indexes and other finding aids.

1) Commissioner's Office. Archival photographs created
by the Commissioner's Office--PE3MANENT., Cffer to MNARS-
NNV  (Washington, DC) in 5-year blocks at 5-year intervals.
(Arranged/numerically). ca. 1" / yr.

alphe

2) All other offices--PERMANENT. Offer to Archives Branch,
FARC, Denver Federal Center, Building 48, Denver,
Colorado, in 5-year blocks at 5- year intervals.
(Arrangifﬁnumerically) ca. 4% cu. ft./yr.

Fb/

b) Photographs collected by the Commissioner's Office from other
offices (duplicate prints of photographs for which the original
negatives are retained in the field office)-~Destroy in agency

when no longer needed for reference.

c) All photographs not selected as "archival)'! with related captions
and indexes-~Destroy in agency upon acceptance by NARS of parallel
block of arch%val photographs.

d) Other pictorial records such as posters, original artwork, slide
sets, and filmstrips, with related finding aids; the original
and 1 reference print--PERMANENT, OCffer to NARS when 5 years old.
(Arranged u@hﬁ-nwmeNaﬂ%). ca. 1 cu. ft./yr.

Mg

R R R S U RN B
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150-10.,

"15" ~

Photographic Services Files.

Correspondence and reports relating to transmittal of photographs
between Bureau officials, filling public requests for photographs,
providing information on availability of films, and other similar

matters.,

Destroy when 6 months old.
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COOPERATIVE RESEARCH ACTIVITY RECORDS

160,

160~-1.

160-2.

Ceorrespondence file,

Correspondence relating to the Bureau's participation in cooperative
technical and research activities with Federal and State agencies,
colleges, universities, cities, private organizations, foreign
governments, and foreign organizations. Subjects include bilateral
exchanges of personnel, establishment of training or observation
trips, arrangements for financing, and other similar matters.

Destroy when 5 years old.

Cooperative technical and research activities agreements files,

a. Agreements with foreign governments or organizations—-Transfer
to FRC 3 years after termination of agreement. Destroy when
25 years old.

b, All other agreements, not involving exchange of funds--~Destroy
1 year after termination of agreement

c. All other agreements, involving an exchange of flunds--Dispose
of in accordance with Retention and Disposition Instruction 330

Cooperative National Programs Files,

Correspondence, reports, and general housekeeping records created
by the Bureau in administering Youth Conservation Corps, Job
Corps, and other programs delegated to it by the Congress.

Dispose of in accordance with Reclamation Retention and Disposition
Instruction pertinent to the type of record (e.g., Personnel
records, procurement records, correspondence).
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170. Emergency and Disaster Cperations Correspcondence.
Correspondence and repotrts relating te Reclamation participation in National
Defense activities or administration of loans for disaster relief, pro-
tection of personnel and property during emergencies, establishment and
maintenance of relocation centers for Bureau activities affected by
emergencies, and cooperation with State and local authorities in similar
programs.,

Destroy when 5 years old.

170-1. Catastrophes Investigations Files. Correspondence, reports, transcripts
of hearings and similar records created during investigation of causes and
effects of disasters affecting, and failures of, Reclamation structures or
facilities. ((Arrauged as case Fle by name of project, Pereonder Ch"ono‘vﬂita”H/)

a. Major catastrophes (resulting in loss of life or permanent major damage
to Reclamation structure or facility)

1) E and R Center--PERMANENT. Transfer to FARC 10 years after close of

investigation., Offer to NARS 25 years after close of iniistigation.

3 cw .M secomulated viow . Volvime Aepends Uppn, ocCurremee of isasterThe onl
Mgt Qedgstroph [ |2 b ear N - Tedon Pam- 1
2) Regional Ofisee’ most affected.  Transfel afl recdids 168 and R

Center 5 years after incident. E and R Center dispose of records
as in 1 above,

b. Minor catastrophes (resulting in no loss of life and only minor
damage to Reclamation structure or facility)

Destroy all records 10 years after incident.
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Retention and Disposition In  ctions
BUREAU OF RECLAMATION

170

1702

18

170-3

170k

170-5

170-6

-

Recoros

EMERGENCY AND DISASTER OPERATIONS GOFRESPONBENCE; contimued:

0

ok

oK

ox

Iocal office plans for security and protection of personnel, features, and

stracturess

« Destroy when superseded or obsclete.

Instructional material advising employees of evacuation plans, protective

facilities, alert systems, first aid training, and related activities.

¢ Destroy when superseded or obsoletes .

Records of access, entry, visitors, and traffic.

« Destroy when 6 months olde

Loan agreement recordse IHecords of transactions, agreements, and related

correspondence, relating to providing relief from floods, droughts, and

other disasters.
¢ Destroy 3 years after payment of loan or termination of agreemente

Disaster claims.

« USE Retention and Disposition Instruction 130=5

100 Page 18
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¢+ Retention and Disposition Insi tions
BUREAU OF RECLAMATION ‘

180

180-1

PUBLIC RELATTONS AND INFORMATION RECORDS

or

General Correspondence, Correspondence relating to the administration of

public relations programs amd the release of information through press
releases, brochures, displays, exhibits, publications, radio and TV, and

public gatheringse.
¢ Destroy when 2 years olde

Lsctures and Speeches Files.

of he Secy.of Whe Tnteron
: coduros—and-spesches-of=—telating to

Lectures + Speeches

8e

oy B

Bureau of Reclamation activities,ond¥e

1. Record copy, Comissionert!s office—Destroy when 10 years old.

2+ A1l other copies——Destroy when 3 years olde

Lectvres amnd s:laeec(«es o .
b.~ Commissioner of Reclamation and other high-level Bureau personnelf )

speeches related to Burean activities (Arranged alphabetically by

surname) o

le Record copy, Commissionert's office—PEIMANENT, Offer to NARS
when 10 years old. /Estimated volume, 3 inches per year/
oy All other t;()Fi?S - De,gh—aq wi\% 3 V)ears old.

Audio and video recordings. Original or earliest generation recording or

kinescope of recording; sound recordings, master tapes, matrix or stamper
and one disc pressing of each conventional mass-produced multiple copy
dise recording and the original tape for each magnetic tape for each
magnetic audio tape recording. Also include finding aids :n;t‘ production
documentation, when—aveidlabley

o PERMANENT, offer to NARS when 5 years olde (J(I‘I‘W£ .67 Sitle, Jm,/:f, now i
aqency; annval accomulaticn fess

Ham zce—ﬁf)

100 Page 19
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-20-

PUBLIC RELATIONS AND INFORMATION RECORDS, continued:

180-3 *

180"‘4- »

180"5 .

180-6.

Press releases of the Buresu of Reclamation

a. Record copy, office of origin--PERMANENT. Offer to NARS when
5 years old. (Arranged chronologically) 1 in./5 years.

b, All other copies--Destroy when one year old.

Press Releases from other agencies--Destroy when one year old.

Publications originated and printed by the Bureau. In-house
publications of a formal nature (not specifically vrepared for

public distribution or sale) such as "Linings for Irrigation

Canals," "Technical Recorgs of Design and Construction " and * Reclamation
Eeay Jhe ofFieidl cbuar\-e/rig \edcwwsfxém mecgaz e, J

a. Record copy, office of origin--PERMANENT, Offer to NARS when

b

5 years old., (Arranged by subject). ca. & cu. ft./yr.

b. All other copies--Destroy when no longer needed for reference,

Publications of other agencies.--Destroy when no longer needed for
reference.




Retention and Disposition In ctions
BUREAU OF RECLAMATION -

180 PUBLIC RELATIONS AND INFORMATION RICORDS, contimueds

180=7 Informational releases of a continuing nature such as the “Advance Construction

Bulletin," "Inside Interior,® "Washington Report," and Regional office

newsletters and other similar issuances
8. Record copy, office of origin---Destroy when 3 years olde

be All other copies=—-=Destroy when 1 year olde

3180-8 Press Clippings

@f\— e Destroy when 1 year old,

A (sl MARNG RISTS -- Sce Machine Readoble Records valexmewb
Thewe A 191

190 REPORTS AND HISTORIES WORKING FILES

Correspondenice relating to the gathering of data to be used in periodic repor‘cs:;
printing)ané binding, and distribution of reports; mainlenance of mailing lists;

promotion and administration of reports controls programss and reporting on

the progress of an office in program accomplishments

o Destroy when 2 years olde

190wl Anmual Report of the Secretary of the Interior.

s Destroy when 3 years olde

100 Page 21
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REPORTS AND HISTCORIES WCRKING FILES, continued:

190-2 »

190-3.

Bureau of Reclamation Annual Report.

"Jater and Land Resource Accomplishments" (annual report of water

and land resources accomplishments on Federal Reclamation projects,
in providing controlled water supplies for irrigation, hydropower,

etc.), and accompanying Statistical Appendix.

a. Record copy (Commissioner's Office)--PERMANENT. Offer to NARS
when 25 years old. (Arranged chronologically). ca. 5"/yr.

b. All other copies~--Destroy when no longer needed for reference
or when 10 years old, whichever is sooner.

Project Histories.

Annual reports of individual Reclamation projects, containing
narrative, photographs, and statistical information summarizing
events affecting the project throughout the year.

a. Record copy (E and R Center)--PERMANENT. Break file every 5
years, Offer to NARS in 5-year blocks 5 years after file
break. (Arr. alphabetically by project name and thereunder
chronologically). ca.=2% cubic ft./yr.

/0

b. All other copies--Destroy when no longer needed for reference.



Retention and Dispes. ¢ Instructions
BURBAU OF RECLAMATION

L0 PROGRAM COORDINATION AND FINANCE RECORDS

201 Taxation Correspordence Filese Correspondence concerning purchases made by

the Federal Govermment which are exempt from State and loczl taxes.

o Destroy when 3 yearsolde F‘ﬁ as’ﬂ
210 Furnds and Funding Records:

a) Correspondence concerning the establistment and operation of gpecial fund

systems such as emergency relief loanse
o Destroy when 5 years olde
b} Imprest Funds; original vouchers with supporting documents and audit reportse.

s An Accountable Officer's record, USE Retention and Disposition Tnstruction
2724

¢) Imprest Funds; cashier's memorandum copies of imprest fund wwuchers and audit
reports.

« Destroy 6 months after audit

211 Appropriations Recordse

a) Correspondence, statistical data, briefing or witness' statements, and
other material prepared to estimate and justify requests for appropriaw-
tions and to distribute eppropriations among Reclamation activitiese
Alsc included are schedules and reports of program accomplishments, such
as flagged action reportse

s Destroy 2 years after close of fiscal year involveds

b) Budget estimates and justifications, program and fund reguirements as
consolidated in SF-300 and SF-3007, and narrative and other information

published as part of the "Budget of the United Statess" ( For machine - ceadeble
records retated o
e Destroy when 5 years olde s e 5 see

svpplement
Ttewr A Al
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Retention and Dispos’ n Instructions

BURFAU OF RECLAMATION .

211

220

221

222

PROGRAM COORDINATION AND ¥INWANCE RECORDS
Appropriation Records, continueds

d) 8P-133 and supporting correspordence—-USE Ttem 2901
e) Maps, charts, photographs, and other graphics used to support budget
submissions or presentationse

s Destroy 1 year after close of fiscal year involveds

Fiscal Operations Correspondence Files Correspordence and memoranda pro=

viding administrative instructions for programming and accounting functions
prior to incorporation into Reclamation Instructions, or applicable for a
limited time. Subjects include establishing fund and appropriation symbols

and titles, rumbering of accounts, and similar matterse

o Destroy when S years olde

Cost Authorities Recordse -

a) Correspondence concerning the establishment and operation of cost
collecting systems and the forms to which such costs are posted or

consolidated for use in preparation of completion reportse
¢ Destroy when 5 years olde

b) Plant-in-service accounts, including cost smthorities, plant ledgers,

and related completion reports {(PF-272 or equivalents)e

e Destroy 1 year after plant is de-activated or transferred from

Bureau custody.

Prevalidations Files Correspondence concerning the reservation of money

to pay for gocds and services, and recoxds of such encumbrances such as

Pr.15, PF-16, or equivalenis,

o Destroy when 3 years odde

200 Pape 2
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Retention and Disposi 1 Instructions
BUREAU OF RECLAMATION

223

225

226

230

PROGRAM COORDINATION AND FINANCE RECORDS, conbimeds

Designations File. Correspondence assigning ;to~individuals fiscal responsi-

bilities including disallowances, exceplions to payment, power of attorney.
s Destroy when superseded or obsoletee.

Collections; correspondence concernaing receipt, recording, and disposition of
monies collected, collectron of monies due, and memorandum copies of bills and

other similar material:
&) Destroy 3 years after close of related fiscal years

b) Indavidual collection transactions are a part of Accountable Officer records;

SEE Retention and Disposition Instruction 272

¢) Daily Abstracts of Remittances--Destroy original 3 years after close of

related fisczl year; destroy all other copies when 1 year olds

Obligations, correspondence regarding unpaid obligations of the Bureau which camot
be identified by 2 specific purchase order or transaction rumbers

s+ Destroy & years after close of related fiscal year.

Checks Fileo. Correspordence regarding the preparation, distribution, loss,
theft or mutilation of checks‘;m

o Destroy whes-3 years eidw afer close oF related Fiscal Year-
Rlfasta®

Accounting Systemscalorrespondence regarding the administration of accounting

systems, including studies for centralization, decentralization and other
similar matters.,

» Destroy when 3 years olde

b) Records of conversions from one accounting system to another.

» Destroy when 25 years olde

@) Account rumbering and titling.

+ Destroy when nmumbers and titles are incorporated into formal instructionse

200 Page 3
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Retention and Disposi n Instructions
BUREAU OF RECLAMATIION . _

240

PROGRAM COORDINATION AND FINANCE RECORDS, continued:

Expenditure Accounting Records.

Ledgers and related documents summarizing how appropriated and non-appropriated

funds are spent after allotment by the Bureau of the Budget, and the sources

and nature of any recceiptse, General ledger accounts surmarize financial

status and transactions, the current status of funds available for expenditure,

the amounts of money due and collected, accumulated expenditures and liabiliw

ties, and other information of a fiscal nature and data concerning agency

solvencyo

a)

b)

d)

e)

Correspondence and other documents maintained by operating units responsi-
ble for expenditure accounting and pertaining to their internal operations
and administrations,

3 yeacs aFter close of related Ficcal year

¢ Destroy when—2-years—olde—
jof2s17%

General ledgers or equivalents, showing debit and credit entries and re-
flecling expenditures in summary.

o Destroy 10 years after the close of the fiscal year involvedo

Allotment ledgers or equivalent records, showing status of obligations
under each authorized appropriations

10 pdahﬁl
¢ Destroy /5’ years after the close of the)\fiscal year, invedveds
Repayment ledgers showiny payments of construction and other charges and
other fiscal transactions with Irripation Disiricts, Viater User Associa-~
tions and other repaying entitiese
¢ Destroy 10 years after final payment or termination of agreements on

the related General Ledger 219 accountse

Records used as posving or control media such as cash books, distribution
ledgerss registers of accounts payable and receivable and of allotments,
clearings, collections and fund transactions; stalements of accounts and
other similar materials

o Destroy whem3 years oddw wffeC close oF related Fiseal Year

200 Page L



Retention and Disposit sn Insbructions
BUREAU OF RECLALIATION

PROGRAM COORDINATION AND FINAWCE RECORDS
210 Expenditure Accounting Records, contirueds

f) Source documents such as memorandum copigs of vouchers, invoices,

allotment advices and other similar records.

e Destroy whem 3 years elds a,Ffer close o reia}er)» Fisca( year:

g) Machine recordg {not computer) such as detail cards, summary cards and
other similar material,

« Destroy when 1 year oldy A«H’ef close of rdde& Cisca\ year:
2L0-1 Automated Expenditure Accounting

Expenditure accounting by computer such as the Bureau of Reclamations "FAST SYSTEM™
with output on hardcopy and COM (computer output microfiche); the products of the
system identified by the symbols and titles listed below:

a) FNA 0510 Batch and vendor listings -— Destroy as superseded.

2 wenths dote oF isswe.
b) FHNA 0520 Transaction List, edit = Destroy io-yeems after the—eloti-ebmibe
B e L TP EL I 3’ cc""
s}a Fer M

c)} FNA 0530 Transactions by master account (computer equzvalent of the allote
ment and distribution ledgers) =— Destroy 10 years after the close
of the related fiscal years

d) FHA O5Lo Budget Operating Report = Destroy fingl fiscal year report 10 years
after the close of the related fiscal year; destroy other issues 3

years after the close of the related fiscal yeare

e) FNA 0560 General ledger transactions — Include in Accountable Officer

records; SEE Retention and Disposition Instruction 272+

£) FXa 0570 Trial balances - Destroy final fiscal year report 10 years after
the close of the related fiscal year; destroy other issues 3 years
after the close_ of rthe relgtgd fiscal yeare
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2Lo-1

Automated Expenditure Accounting, contimueds

1) FNA 0470

m) FNA 0780

n) FHA 0790

o) TFNA 0830

Master accounts — Destroy 3 years after the close of the related

fiscal yeare

Vendor file -— Destroy final report for fiscal year 10 years after
the close of the related fiscal year; destroy other issues 1 year
after the close of the related fiscal years

Master accoumnt verification - Destroy as superseded,

Obligations by master account -~ Destroy as superseded,



Retention and Disposit Instruclions
BURFAU OF RECLAMATION -

PROGRAM CCORDINATION AND FINANCE RECORDS

P B e PRSOUEN

21:0,1, Automated Cost Accournts; FAST SYSTEM products identified by the symbols and titles
listed belows

a) TFNC 0580 Monthly cost listing = Destroy 1 year after closure of the related
plant or when the related plant is no longer in Bureau custodys

b} FNC 0690 Cost file structure - Destroy as supersededs
¢) FNC 0720 Curmlative cost up-date =~ Destroy as superseded.

d) FNC 0730 Cost Detail work sheet — Destroy © years after the close of the
related fiscal year,

e) FNC 0820 Detail and summary reports - Destroy 1 year after closure of the
related plant or when the related plant is no longer in Bureau
custody.

£) FNC 0820 Subsidiary reports (such as selected generzl ledper accounts, print
detail and print object, print cost center and similar) - Destroy
3 years after the close of the related fiscal yeare

250=3 Automated accounting systems; code sheets, punch cards, magnetic tapes, discs and
similar media.

« Destroy 1 year after the close of the related fiscal year.
2u1 Equipment and Stores Accountinge Forms and other records recording responsi-

bilities for custody and accumulation of operating and maintaining expendite-

tures of movable capitalized equipment, other equipment, and supplies; and

including COM (Computer Output Microfiche) recordse Y_ For moehrine- yeadable re coeds
related o Jhis Ytem, see
S‘»’PP‘,% m‘f,'sd A

e« Destroy when superseded or when 3 years old, whichever&TS sooners

242 Real Property Accountse Foxms and other records to which costs of ownership

of land and buildings are posted and accumulated, exclusive of acquisitions

costs and plant-in-service accountinge

e Destroy when 3 years olde

200 Page 6
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Retention arnd Disp. ..lor Instructions
BUREAU OF RECLAMATION

250

2501

ejﬁg\q ‘g

ol

2502

PROGRAM COORDINATIONM AND FINANCE RECOADS, contimed:
Expenditure Accounting Systems, contimed: [

ohlYy-
Vouchers, Memorandum and o@er mrk—ccpie%m.

» Destroy whem3 years ot aFter close A r‘(’_\d'eﬁ Fiscal Year ¢ lrf[ ;sf"’f

Payroll Accounting, Correspordence and memoranda establishing and controlling

payroll administration and accounting procedures.

+ _Destroy when 3 years';i“d‘ I fr machine - readable records fdﬂd@‘.—_"’"

"2"“ item, see Machine. Readlable Records
"‘PP*Q—MC-M‘, Iten- A asol
Haster Pmployes Recordse Paper or COM (Computer Output Microfilm) versions of

payroll registers, pay cards, leave status reports, bond status reports, and
other similar payroll data pertaining to individual employees.

a) Bi-weekly issusg-—Destroy when-3 years oddyaffec cloce of elated Bsead Year
b) Anual issuase--0ffer to Personnsl Heoords Storage Center at §t. Louis,

Missourd when 3 years ody afler close of feladed leave Year.
¢, Work coplies of paper records and diazo copies of COM—-Destroy as super

sededs ' .

Time and Attendance Reporting; correspondence and forms establishing aml controlling
the reporting of employee attendance and other related information, including original

and mierofilm copies of time and attendance reports:
a) Administrative correspondence — Desiray when 3 years olde
b) Time and Attendance Reports, hardcopy:

e Originals at the Engineering and Research Center - Destroy after verifica=

tion of microfilmed report together with supporting documentse
+ TWork copies ~- Destroy when 6 months olde
¢} Tame and Attendance Reports, microfilm:

. Silver images, tame and attendance reports with supporting documents at the

Engineering and Research Center = Destroy when 3 years olde

d) Computer media such as punch cards, coding sheets, tapes, discs and other simi-

lor material — USE Machine Readable Records Supplement Item 250(b)e

b T p AN R TR SO P Bt T

i
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250=-3

Pay Status Folders; individual authorized allotments files conbaining forms or other
records relating to avthorization, changes or cancellation of individual payroll
allotments for bond deductions, charitable contributions, savings bonds, union dues,

and also correspondence or forms changing pay stabuss:
a) If record is maintained on an earning record card or equivalert.

¢ Destroy when superseded or after transfer or separation of employees
b) If record is not maintained elsewhere,

e Destroy 3 years after supersession or 3 years after transfer or separation

of employees e


https://rela:t:i.ng

Retention and Dispogit " w1 Instructions
BUREAU OF RECLAMATION

250--3

250-4

250-5

850-6

250-7

PROGRAM COORDINATION AND T'INANCE RECORDS
Payroll Accounting, wontimed:

Pay Status Recordse Foldors by ing#vidual employeees conbaining forms and

correspondence tuthorizing pay/deductions or allotments for wariocus purposes

and coples of cereespondewCe or forms changing pay statuse

e Destroy 1 month/after separation of employeee

Payroll Cost Reports, FAST system Program FNG 0030.

a) Original paper or microfiche---Destroy when 12 years olde

b} All other coples--~Destroy as supersededeo

Employee Activity Reports, Bad Job Listings, Cash Summaries and other

similar paper or COM reports—Destroy when 5 years olde

Administrative Reportse Repordo—end dala supporting the reports prepared from

payroll records copcsrning.such matters as appointment limitations, pay
adjustments, audits, lists of employees, within-grade due listings, and other

similar matterse

« Destroy when? years olde
3 gﬁagf?{

Pay Rate Systmns.a) Correspondence concerning application or administration of

special pay rates, including copies of the pay ratess

e Destroy when 3 years olde

9 ,z) Overtime requests and authorizations, payroll copies---Destroy when 3 years

olde

c) X) Overtime requests and authorizations, other copies-—Destroy when 1 year olde

260 Vage 8

20N Pamve R
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Retention and Disposi* "1 Instructions
BURFAU OF RECLAMATION

PROGRAN COORDINATION AND FINANCE RECORDS
Payroll Accouniting Records, continued:

250~8 TIncome Tax Recordse Correspondence and forms regarding the withholding of

Federal and State income taxes from employee wages and including reference
copies of forms recording deductions authorized, deductions made, and
authorizations for deductions.

o 8Hestroy when L years olde

250~9 Rental Deduction Recordsoa)Correspomence and forms related to determina-

tion of rental rates to be charged for use of Goverrment-owned residences
or other living quarters and the methods for collection of the rentel fees

¢« Destroy when 5 years olde

h) Rental rate surveys, office administering rentals——Destroy when 10

Yyears olde

c)}zs) Rental rate surveys, all other copires---Destroy when 3 years olde

260 Escrow and Holdback Accounting Recordse Correspondence, memoranda and

forms regarding sysvoms for deducting portions of employee salaries for
purchase of Savings Bonds, premiums to Healih and Life Insurance plans,

and other similar employee benefitse
e Destroy when superseded or when 3 years old, whichever is soonere
270 Audit Records. Correspondence arranging space and avallability of records

for audit purposes. Audits performed by Inlerior's Office of the Corptroller,

the Genoral Accounting Office and other regulatory agenciese

e Destroy when 2 years olde

200 Page 9


https://Record.so

Retention and Disposi  u Instructions
BUREAU OF RECLAMATION

270-1

271

PROGRAM COORDINATION AND FINANCE RECORDS
Audit Records, continued:

fudit Reportse

a) Bureau—~w1de in scope, record copy, Commissionerts office-~Bhestroy when

ﬁf" years olde M /;s’ f2¥
b) Iocal in scope, Regional Office or E4R Center when directly affectedw

Destr h

0

y when asyears olde ﬁ_j& »}78’

J) All other copies—Destroy 'nhen 5 years olde

) Audits of Jhe E+R Center, record copy atthe E+ R Ceuter --

Destroy whew A5 qeari old .
Claims Settlement Recordse Correspondence regarding the procedures and

methods for settling claims,

6
+ Destroy when 2 years olde ot
in

272 Accountable 0fficer Records

SEE General Accounting Office SF-115's (Request for Records Disposition Authority)
filed with National Archives and Records Service and assigned Archives Job
Numbers NC=-17h-2kl (dated June 12, 197L) and NC1~217-78-3 (dated March 31,

1978) for the authordities which follow.

Settled accounts of accourtable officers of the Bureau of Reclamation:

2) Transfer closed fiscal year records to appropribate Federal Archives and Records
Centers mo later than 3 years after the close of the related fiscal year.

le Commissionertg office shall transfer records to the Federal Archives and

Records Center at Suitland, Maryland,

2+ ALl other accountable officer records shall be transferred to the Federal

Archives' and Records Center at Denver, Colorados

b) Accountable officer records are dispesed as follows:

le Records created prior to July 2, 1975 are destroyed when 10 years and

3 months olde

2, Records created on or afber July 2, 1975 are destroyed when 6 years and

3 months olde
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Proposed

Retentaion and Dasposition Instructions b
BUREAU OF RECLAMATION Revised July 1978

Records related to possible claims and demands by or against the Govermment or to its accountse

272

272-1

Accountable Officer Records, contimeds

¢) Records to be excluded from Accountable Officer records are lard acquisition

d)

case files, payrolls, accounts related tc Indians and other matters listed

in Ttem 272-5 of this instructions

Arrangement of accountable officer records for transfer to Federal Archives

and Records Centers shall be as followss

1.

2e

3e

Le

Statements of accountability such as Form SF-1672, Statement of Unexpended
Balances of Appropriations and Funds =, eiCes Or equivalente.

Statements of transactions such as SF-22li, Statement of Transactions and
Certificate of Deposit Iisting, FF-0L, Reconciliation of Statement Trans-
actions, and a diezo copy of FAST SYSTEM Program FNA 0560, General Ledger

Transactionse

Related vouchers, schedules, supporting papers or their computer equivalents
such as FAST SYSTEM Program FNA 0650, Cash Account Activity, and other

supporting documents such as:

SF-1081 Voucher ard Schedule of Withdrawals and Credits

SF-1166 Voucher and Schedule of Payment

PF-T5 Cash Transfer Between Stations

GSA-789 Statement, Voucher and Schedule of Withdrawals and Credits
(54-052 Single line Item Billing Register

Contract Payment Records; comtracts and records of payments and other
actions for audit purposes —— major contracts of the Bureau of Reclamations
DO NOT confuse these contract records with the desirnated copies of contracts
that were formerly held for the General Accounting Office and which are to be

excluded from Accountable Officer records after March 7, 1955,

Freight and Transportation Records
Continued on next page



Retention and Dispes! n Instructions
BUREAU O' RECLAMATION -

272

2% \0
5?.

272-1

278

2723

PROGRAM COORDINATTION AND FINANCE RECORDS
Accountable Officer Records

Arrangement for ansi‘er; to FARC, continued:

3) Related vouchers,\gchedules, supporting papers or their computer equivalents
such as the FAST systdm product of FNA 0650, Cash Account Activity and manual
supporting documents suchgs:
s« SF-1081 Voucher and Schgdule of Withdrawals and Credits

SP-1166 Voucher and Schedde of Payments

PF=-75 Cash Transfer Betweenm\Stations

GSA-789 Statement, Voucher and Sdgedule of Withdrawals and Credits

GSA-052 Single Line Item Billinz Redister

Freipght and Transpobtation Recordse Original vouchers and supporting documents

of settled accounts of freight and transportalion chargess

a) Charges over $100,00 or accounts involving overcharges, deduction or
collection problems, concerning inbound transit, supplemental billing,
or involving litigation or other conditions requiring retentionbcyond

the 3 year period stated in Item 272-1b) belowe
¢ Destroy 10 years after the period of the accounte

) Charges of 100,00 or less.

e« Destroy 3 years after the period of the accounte

¢) Memorandum and work copies of freight and transportation recordse
s Destroy when 3 years olde

Meal tickets and supporting vouchers for advertising serviced,

e Destroy 3% years after period of accounts in which submittede

Schedules of deposibs, copies to.official credit,.

o Destroy after depository accounts have been reconcilede

200 Page 11



Retenticn and Disposi 1 Instructions

BUFEAU OF RECLAMATION

272l

2%

PROGRAYM COOFPDINATION AND FINANCE RECORDS
Accountable Officer Records, continued:

Supporting Order Files. Original or copies of tickets, orders or other

similar records of purchases under blanket type orders (such as for gas,
telephone use, photographic processing, mapping services, publicstions,
ard other similar items or services) which support payments or accumula-
tion of chargese.

Fisenl ket /7%
« Destroy whem 3 years oitre after close of velated Fiscal year, refx

Exceptions amd exclusions .  See- p 12a. atteched.

Data Processing Systemse Correspondence regarding the establishment

and operation of data processing systems in the braad administrative
areas of program coerdination, budgeting and finance operationse

¢ Destroy when 3 years olde

Financial Reports Filese.

See P 3 For rev‘ssed J&Q,Scr'f;;{:o;\.
Contract summary reports {PF-19 or equivalent), Employment of consulte

ts, Federal outlays by geogrephic locations, Geograrhic distribution
oycment, Report of occupations and similar reports and including
&1l related\correspondence,

« Destroy mhen'R years olde

b) Financial statements, Shabements of project costs and repayments and
costs and returns reports,
1) Fndang or sumnarizing report Fqr the fiscal year---Transfer to
FARC when 10 years old.. Destroy 18\years after termination of

Reclamation's investment or ovnership oRXProject, Unit or other

entitye
2) A1l other reports---Destroy on receipt of ending

reporte

200 Page 12


https://cf-f'e.la::re.tl

272-5.

page 12a

Exceptions and exclusions:

a)

b)

c)

d)

Land acquisition; original documents vesting title to land to
the United States--See retention and disposition instructions
780-L

Payrolls, civilian payroll records showing gross and net pay--
See retention and disposition instruction 250-1

Accounts pertaining to Indians--Hold pending instructions
from General Accounting Office

Designated copies of contracts for GAO, dated after March 7,
1975~-These are no longer required as a part of Accountable
Officers' Records. Do not confuse these type contracts with
payment folders related to major contracts of the Bureau as
arranged by contract number, The latter type contracts shall
continue to be considered a part of the Accountable Officers'
Records,
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Retention and Disposition Imstructions
BUREAU COF RECLAMATION

PROGRAM COORDINATION AND FINANCE RECORDS, contimed:

290 FINANCIAL REPORTS RECORDS

a)

b)

c)

d)

e)

Contract summary reports (PF=-19 or equivalent), employment of consultants,
federal outlays by geographic locations, geographic distribution of
employmentd, report of cccupations, and other similar reports including all

related correspondence,

o Destroy uhen3 years olde k‘f,;j“g

Financial statements, statements of projects costs and repayment amd
similar reports with related correspondence,
1) Poding or summarizing report for the fiscal year.
¢ Transfer to FARC when 10 years olds Destroy 1 year after terminae
tion of Reclamation's investment or ownership of the Project, Unit
or other entity.
2) A1l other issues:

e Destroy on receipt of ending or summarizing reportse

Consolidated financial statements amd charpe-offs authorized by Congress
reports with related correspordence:
1) Commissionerts oifice
« Destroy when 5 years old.
2) A3l other offices

o Destroy when 3 years olde

Activity and object expenditure and reconciliations of cash with
appropriation accounts reports.

o Destroy when 10 years olde

Completion reports (PF-27A and equivalents) and costs and returns reportse
1) Finance office, original
o ~PERMANE
aobiviiT o

2) A1l other copies,

o Destroy when no longer needed for references

Page 13
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

300

300~1

300-2

300-3

bio

PROPERTY AND PROCUREMENT RECORDS

General Correspondence Files Correspondence regarding or discussing

interpretation and promulgation of property and procurement regulations
prior to inclusion in Reclamation Instructions; subjects alse include
methods of procurement, use of competitive bidding, open market
purchasing, preferences for materials or a source of material or service,
delegations of procursment authority and including records accelerating
or limiting procurenent activaiiy due o an emergency cordition and

special reports required during such situations or conditions,

« Destroy when 3 years olde

Correspondence related to use of centralized or decentrslized purchasing

programs, such as FEDSTRIP.

« Destroy when 2 years olde

Federal Supply Catalogs and schedules; paper or microfilm.

« Destroy when superseded, obsolete or 2 years old, whichever 1z sooner,

Administrative survey or inspection reports related to procurement and

property procedures together with all related correspondences

o Destroy when S years old,

CONTRACT PROCEDURES FILES Correspondence concerning standard requirements
of contract preparation, comtracting procedure and nesnijation, Include
such subjects as legal requirements, clauses, labor or material cost
variztion provisions, change and extra work orders, method for release or

termination of contract, and other similar matterss

¢ Destroy when 3 years olde


https://concerm.ng
https://activ::i.ty

Retention and Disposition Instructions
BUREAU OF R=CLAMATION

PROPERTY AND PROCUREMENT RECORDS
CONTRACT PROCEDURES FILES, contirnued:

310=-1

310-2

m

311-1

31-2

340~3

Wage Rates Correspondence requesting the establistment of wage rates
for use in contrzct negotiations and as generated in labor-classification

studies conducted by Reclamation; and including published notices of
wage rates in the Federal Register. ( tor MCUJM ng —- rcaola/&’}e f ‘?C’Ofd3 feiojeﬁ

dothis e, see) Suppl

« Destroy when 5 years olde Ttemn /\' 310~}

Boployment Statistics Correspordence and statistical data concerning

tronds in employment/unemployment, analyses of the labor force,

occupational studiesy amd other similar matierse
o Destroy when 2 years olde

Bidding Procedures Correspondence regarding ths standard methods and

proc s to be ob?rj'ved when conducting a bid and award of contrac‘b.( r:c!“ W‘-—“ﬁ/k\‘ ne

fea le f‘(’_(lo s velobed 4o Rbstraake of B?otz see, SUFF{
Tltema A3
e« Destroy then 3 years olde

Debarred, blacklisted or re~instated contractors; lists of and related

correspondences
« Destroy when 2 years olde

Correspondence related to publicising bid issuances and openings or as
required to transmit information for publication or pay for the

service,
« Destroy when 2 years olde

Bids; unaccepted, unsuccessful, rejected am( ahciudang all related papers and
cagses of identical or tie bids ~ procurement or purchase organization copy and

related paperss

a) Transactions of more than £10,000 and all construction conbracts exceeding
52,000 dated subsequent to July 26, 197k

» Destroy 6 years and 3 months after final payment,

contimuied on next page


https://1ilci.UC1J.ng

3113 Bids, conbimeds

b} Transactions of $10,000 or less and construction contracts under $2,000 dated
subsequent to July 25, 197h3 and transactions of $2,500 or less dated prior to
July 26, 197h.

o Destroy 3 years after final payment.
¢) Transations of more than $2,500 dated prior to July 26, 197h.

« Destroy 6 years after final payment.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

320

320-1

320-2

320-3

322

PROPERTY AND PROCUREMENT RECORDS, contimueds

EQUIPMENT, MATERTALS AND SUPPLIES. Correspondence concerning the availability
and suitability of products and services for use in day-to-day and specialized
work. Inquiries and responses thereto concerning such items as field equipment,
furnpiture and fixtures, tools and safety devices, petroleum products, photow

graphic services and supplies, and other similar products or services.
« Destroy when 2 years olde

Printing, Bindirg.and Duplicating Servicess

a) Regulatory material such as GPQ Pm.ﬁ’ing and Banding Instructions and
Style Mamual and including instructions applicable to local plant

operations.
¢ Destroy when superseded, obsolete or no longer needed for reference,

b) Authorization for establishment or printing plant and related correspondence,
+ Destroy when withdrawn or when the plant is clozed,

Catalogs, parts lists, form lists, bulletins, guides and mamuals.

+ Destroy when no longer needed as references

Restricted Procurement Corrcspordence regarding limited or restricted procurse

ment of equipment and products such as wiretapping and telephone recording

equipment, dangerous drugs or chemicals, and other similar matterss

« Destroy when § years olde

Data Processing Systems and Rguipment

a) Correspondence justifying procurement of data processing equipment and
reports and studies of work processes adaptable to data processings
including promotional material acouired during the selection of

computers and allied equipment,

e Destroy when 5 years olde



Retention and Disposition Instrudtions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS
322 Data Processing Systems and Equipment, comtimueds

b) Computer instructions or operating maruals.

+ Destroy when computer is no longer in Reclamation ownership.,

¢) Work scheduling controls; forms or other means for securing key punch
services, prograrming or conding input, controlling the use of the
computer or timing transmissions; as required to prepare batch and
balance sheets including printouts used for that purpose or to verify,
update and other functionse
o Destroy when no longer needed or when 2 years old, whichever is

sooners
d) Punch cards, tapes, discs, including basic program decks, items

for verification or updating purposes and duplicates.

fen e

5"‘"" s ”F’Piweﬂ& cover vtj mad,«gw, cecdalole e corJS/_ 3@/}4&3&&
323 Motorized Equipment Records

a) Correspondence and other material regarding availability and suita-
bility of motor vehicles and heavy motorized equipment and their
accegsories for acguisition and maintenance by Reclamation.

e Destroy when 3 years olde

Mo&; vehice + I\e.w covstruction eq/vfpmw cost files 7 ledger v werk sheefs previdiug cost
b) g Gos S5-acodunbab coords—such-ae COM Program 0700, Vehicle
+ eﬂnﬂs# A«f& and. fnc[u.ef,m.

and Stores Clearing Account and supporting documents,

« Destroy whem 3 years olde ahfer discontinuance aF ledqer or date of work sheef.

NOTE: F(u'O\\Sﬁosi'hén of reloted es, ‘Scs cee Yhe sup p)ememL

»nc,ln Oprds
tvary Tadhing veadabie recodds g, P st ,
¢) All other reports, anmal or other period. “33?‘?{,_“ Yo ble r*ee?;ggmad& -

retoked o velicle +
Shores Ces *&~ Wie
acCo L’il')-u Nty

d) Authorizations for use of Qovernment—owned vehicles and related ?\ - M

sy :k
correspondence, 1‘0,«/\« 32 a%

« Destroy when 2 years olde

« Destroy when 2 years oldp destroy individual authorizations when
revoked or withdrawn,


https://V\lltl<Z.-C..cJ,l-�.-,e.o.J_a.l.Ae
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

323

328

329

PROPERTY AND PROCUREMENT RECORDS

Motorized Equipment Racords, contimeds:

e) Correspondence and reparts of participation in motor pool operations.
« Destroy when 3 years olde

f£) Maintenance records; marmals, instruction books, maintenance and
service data related to particular vehicles in the possession of
Reclamation.
e Transfer records with vehicle when no longer in Reclamation

ownershipe

Services, Sources of, Correspondence and other material regarding the

availability for hire of services in engineering and specialized fields,
consultants, landscaping, production of motion pictures, and other
matters. Also include periodic reports on utilization of sources of

servicess

« Destroy when 3 years olde

Adreraft .

a) Correspordence and other material acculumated in consideration of
aircraft, including helicopters, for procurement and use.
« Destroy when 2 years old,

b) Correspondence authorizing or justifying the need to procure aircraft

and defining usee

« Destroy when craft is no longer in Reclamation ownerships.

¢} Mamuals, instructions guides, parts lists, and other data pertinent
to mainteance of aircraft in Reclamation possessione.

« Transfer with craft when no longer in Reclamation ownershipe

I,Fof mechiine - f&ﬁc\wble N,Qorci,s re,\aj'e(ﬁ, +o \H&iﬁ “t"«e,m
see  Mackine- Readable Recorde Su]:;:'ievne/u‘fj

Thew A 3&‘3]

/



Retention and Daisposition Instructions
BUREAU OF RECLAMATION

PROPERTY AMD PROGUREMENT RECORDS
Mrceraft, contimeds

o
3291  Adrcraft Operations, ACorresporxience and forms required to schedule aircraft

services, maintenance and inspections including registrations, replacement
of parts, providing hangar space, securing allled equipment and other similar
matterse

« Destroy when S years olde

L) ) TFlight Schedules

« Destroy when 3 momths old
s¥ Files, fedger y. work sheefs

T CoOs

roviding Cost expeh s e dé!‘w and mbc/a.si”u?
ipg- COM Program, Vehicle and

Stores Clearing Account, twrh Supyo r‘)‘m?- docer s ents.
. Destroy when.3 years odds affer discoutinuance of ledger s date of work shes
go ) Adrcraft Operations Reports such as FPMR=-11hs-38,7522

« Destroy when 3 years olds

330 CONTRACTS: CONSTRUCTION=-SUPPLY-SERVICES

Note: These instructions apply only to completed or settled transactions
(i.¢, Yhe proturement” or purchase crgan Fehen C/qmmz

case records of an administrative nature.} The original conmtract and ’PP epers)
documents of payment are Accountable Officer Records; SEE Retention

and Disposition Instructions 272, Case records of an administrative

nature consist of copies of contract, administrative correspondence,

routine transmittals of drawings and other data, copies of payment

vouchers, computations used to cempubte progress payments, ani other

¢ shimmte.
similar matterse

a} ‘lransactions of more than $10,000 and all construction contracts exceeding

$2,000 dated subsequent to July 26, 197k.
e Destroy 6 years and 3 months after fanal paymente

b) {ransactions of $10,000 or less and construction contracts under $2,000, dated
subsequent to July 25, 197Ls and transactions of $2,500 or less dated prior to
July 26, 197k,

» Destroy 3 years after final paymente.
c) Transactions of more than $2,500 dated prior to July 26, 197k

e Destroy & years after final payment.



https://lrcJ.c.se
https://s11ppo:p:f;.i.ng

d)

e)

Inspector reports, contractor unit cost reports at the Engineering and Research
Centerj radiographs, x-rays and other analyses of hidden joints, seams, castings

and housingse

e Destroy 10 years after settlement or final payment of related construction

contracte

Other copies of records described above and used by component elements of an

office (procurement, design or specification branch) for administrative

purposes.

e Destroy upon termination or completion.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS
CONTRACTS: CONSTRUCTION=-SUPPLY-SERVICES, continued;

330 cepted Records; all insepctor reports.e€Xcept those on Form 7-1L63
ileg contractor unit cost reports
at the E&R Cente iographs, x-rays and other analyses of
hidden joints, and housingse
Des 10 years after settl or final payment of contracte
ﬂ 336~ | CMS‘H vetion CM‘(’ (‘0('/‘“ Eo»r‘\—&u)or‘k Prog resg ~ — Sece ﬁ,ﬂ\\ ™
RQ&-"Q le QCO!

340 REQUISTITIONS Correspondence concerning preparation, use, distribution )
prep s s ’ I‘)'E A’ 320~ l
numbering and other matters.

» Destroy when 3 years old,

350 PURCHASE ORDERS AND SOLICITATIONS

a) Correspondence concerning preparation, use, distribution, numbering
and other matterss

o Destroy when 3 years olde

b) Case files of an administrative type containing copies of requisition,
purchase orders, solicitations and other matters and as maintained in
the Procurement Section, the warehouse, or other ordering/receiming

statione

MSC R@‘-&x\‘aw-f—s?o.»:flm —-LV\STf\&Qi‘\MS 330 or 3I-3

¢) Case files for accounting purposese

o USE Retention amd Disposition Instructions 272

d) Book covers for short form purchase orders in serialized or rumbered
books such as SF-Lli, "U.3e Govermment Purchase Orders."

e Destroy 6 months after exhaustion of book conmtentse

@) Solicitationsy unscuccessful or rejected offerse

MSE IQ@W’/’/—M ¥ D&Posﬁ‘rb'm j;;frqo‘f‘oﬂs 3//—_3
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Retention and Disposition Imstrucitions
BUREAU OF RECLAMATION

360

PROPERTY AND PROCUREMENT RECORDS, contimued:

SPECIFICATIONS CORRESPONDENCE FILES

a)

b)

c)

a)

Correspondence concerning the standard procedures for preparation and
issuance of specifications; their format, clauses, standard paragraphs,
rmmbering, disposal of surplus copies, and other similar matierse

+ Destroy when 5 years olde

Specification Case Records. Correspondence concerning individual
specifications offered for bid including dastribution for bidding
purposes, mailing lists, engineer's estima-es for the work, authoriza-
tion or recommendstions for award of contract or rejection of bids,
protests of awards, abstract of bids and other material regarding the

gpecification prior to awarde

e Destroy 2 years after bid opmsing, award of contract or rejection
of all bidse

Requests for and forms or other paperwork required to accomplish
exther free distribution or sales of spscifications as a publication

and not for bidding purposess
» Destroy when 1 year old.
Lists or indexes of specifications available for sale or dastribution.

+« Destroy when superseded or obsoletes


https://sunil.ar
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, continued:
361 Specifications Sets of published specifications of the Bureau of
Reclamation, standard specifications of such organizations as the
American Society for Testing Materials, AMmerican Safety Standards,

Federal Specifications and standards and other similar issuese

» Destroy when no longer needed for reference or when superseded,

whichever is sonners

a
370 PERSONAL PROPERTY UTILIZATION AND DISPOSITION A orrespondence, forms

and reports of personal property (not land) acquired or.disposed,
including advertisements of property available for sale, arrangements

for disposal by sale or auction and other similar matterse
e Destroy when 2 years olde

[a ,a/) Agreements leasing, renting or selling property together with

all related correspondences

o Destroy 1 year after termination of agreemente

c) ¥) Disposition of proceeds from sales of property, correspondence
related theretoe

o Destroy when 5 years olde

J) £) Transfers of property to Water User Organizations; lists and trans-
sfers of title and related correspondences
e Destroy 5 years after transfer is accomplished, or 1 year after

termination of agreement of transfer, whichever is applicables

370=1 Property Listings - Available for Procuremert:
a) When no procuring action occurs. Destroy on expiration of availa-
bility period.
b) When a procuring action occurs, Destroy 2 years after procurement

is accomplisheds


https://applicabl.ee
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, continued
380 PROPERTY MANACEMENT RECORDS Correspordence regarding the management of

property, property management surveys, counservation and use of property,

management of warehouses, shops and other property storage facilitiese

« Destroy when 5 years olde

380-1 a) Property control and custodial records such as abstracts of issues
and receipts; administrative copies of requisitions, purchase orders
and receiving reports; contractor receipts for property; equipment
transactions and summaries, etc,

s Destroy when 3 years olde

NOTE o e, 58, el drs S SRl SRS fogag e he sepplenet
l} #) Orders on storehouse, Destroy when 3 momths old.
(9 )a’f Receipts for property. Destroy when superseded or obsoletes
g{) o Property lists; losses or acquisitions via transfer. Destroy

when 1 year olde

e) &} Shop or Job Orders. Destroy when 2 years old,
C) #) Storehouse cards. Destroy 1 year after date of last entrye
s, g g s e o el

Supg[etnw‘i‘) Threan A 383' g
380-2 Property Inventories, Lists and Reports such as buildings and gquarters

inventories, inventory certificates, leased property summaries,
firearms inventories, housing inventories of all types, installations
owned by the United States Government, long supplies, public domain

properties, and other similar matterse
s Destroy when.2 years old,

380=3 Property Losses Correspondence and forms, inciuding certificates
of loss and survey reports related to logs or failure to locate

property items,

o Destroy when 3 years olde


https://of--re.Io
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

PROPERTY AND PROCUREMENT RECORDS, contimued:

390 REPORTS Correspondence related to preparation and submission of general
reports such as, report of procurement by Civilian Executive Agencies,

supply activity report, boat ard craft operations, cost reduction reports,
and other similar mattters,

+ Destroy when 3 years old,


https://simil.ar

Retention and Dizoasit Inctructions
BURELU OF RECTAMATICN »

100 KESEARCH, TLSTING AMD TICHHICAL HECORDS ) .
Routine adlwinist rative
kesea.ch Progrems Correspondence File. ]\Gorrespondence and o*her matericl

related o

generaved—6y- Reclamstionts participetion in rstional and international

research projects, «md adwinistiration of ils own research programs.

lncludes%(e‘mx’s_m:ed e ceoordiaate resezrch activities with othey

by g arramging Meetings + c\es\sﬂaﬁmﬂ atfendees,
agencies or entltmsA 433ign resvonsibilities ,Adesignahaﬂprogram
cbjectives and scope, providigfinancing, interpret™flegislation enabling

) . relating o qemenal way to
or controlling reszarchi ;mdAoihe sinilar matierse

BTl
e Destroy when L0 years clde
Loo-1. Research Agrecuents *ile. Records reloting to negotiation, administration

and performance ander agresments for general research for or ty Reclamzticn,

ineluding grants, cocoperative arrangements and contracts.

a) Agrecmerts net involving eschange of funds-—-Destroy 1 year afisr ternina-

tion or canceliation of arrcement.,

b) Agreements involving exchange of funds--USE Retenticr and LDispositien

Instruciion 330

2 Research Prcoject Final or Surmary Revorts.
e
M,{;&Q a8} Reeccrd copy, Reclamstion research prejects (office of origzn}mi’;ﬁ;mﬁm 5
e
b“l BR » e, - . a “fms"f’w
becowsé offer to Netitnmal Archives and Records Service when 25, yesdFs olde
otu?\?d} { Pzrrwqedl by U 20 in /qr My
tw Foilowing e
hemns ) Record copy, research projecbs“‘%w%n'bérest to Reclamation bul neot by
=~ M"‘M%
;a/}’sjw Bureav, in the officeweT™nv:jor m@erev‘aq-“‘-“ﬂmgggzoy when 3 years old,
zﬁ“’*v:;,.
Buuel coplesw-~-Nestroy when 3 years old. N""\%\

Yote:
Item HOO-2a) Tolury ave
repurig. axs

TfChes ror year and the
by osub et mrtierse
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Retentior and Dispositi  fnstructions
BUREAU OF RECLAMATION -

RESEAPCH, TESTING AND ¥ECHNICAL RECCRDS, contimued:

hOO—’ 3 Inventions, Patents and Copyrights Correspondence Files. Correspondence

relating to securing and protecting rights of use.

¢ Destroy when 3 years old.

hOO-i’ll Inventions, Patents, Copyrights Case Filess Correspondence related to a
particular invention, patent or copyright of interest or use to Reclamation,

v

agreements for use, payment of royalties, and other similar matters.

a) Reclomation office most affected-—~Destroy when agreement of use termin-

ates.

b) All other offices-—-Destroy when 5 years olde

hOO-}.j’ Standards Development Filee @& )Correspordence, forms, index cards, films, and
charts created in developrent of research standards, measuring systems and

devices (such as meters)e’

¢ Destroy on publication of standard, system or operating instructions or

when 5 years old, whichever is sconer,

b) Current meter rating reports and technical evaluations—-Destroy when

supersededs

¢ ¥) Current meter loans, transfers and maintenance records—Destroy when

3 years old.

hOG-f {o Research Facilities and Equipment Development Filese Correspondence and

other records related to establishing laboratories or other facilities for
performing research and testing, and installing of equipment, instrument

systems and other devicess

« Destroy when § years old or‘ on demactivation of the facility, whichever

occurs firsto

kOO Psge 2
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Retention and Disposit®  Instructions
BUREAU OF RECL.-MATION

RESEARCH, TESTING AND TECHNICAL REBCRDS, contirmed:

hoo} ! pest Control Records. Records relating to research on control of pests that

affect Reclamation water systems, lands, buildings, and other structures.

a) Correspondence, experimental data and results, preliminary reports, and
other similar records concerning pest control research conducted by the
Reclamation or in coope.ation with other organizations. Subjects include
pest ecology, environmental effect of pest control, pesticide residues

and efficacy.

s Destroy § years after termination of resesrch or on completion of

final or technical report sumarizing research, whichever is sooners
b) Technical publications summarising research projects! findings.

- 1) Record copy (E&R Center)-—PERMANENT. Offer to NARS when 25 years

¢ e by locatior Projeet, Featu r
old. ﬁg :iﬂ /4:1rpeu pest, Yheceunder by locaton ( ;:{édefwrees re, o

2) All other copies—-Destroy when no longer needed for referencea

¢} Periodic and special reporis on Reclamation pest control activities,
including annual pest control program reports, pesticide use reports,

pest incidence and control cost survey reportise.

1) Record copy-—Destroy when 10 years old.

2) All other copies—--Destroy when no longer needed for reference,

d) Pesticide registration applications, tedhnical daita and related corres—

pondence,

« Deslroy upon expiration of registretion or when particular insecticide

is no longer of interest to Reclamation, whichever is sooner,

LOO Page 2
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Retention and Disposit Instructions
BUREAU OF RECLAMATION - .

RESEZARCH, TESTING AND TECHNICAL RECORDS, contimeds

110 STRUCTURAL RESEARCH RECORDS.

a) Correspondence and technical data related to structural engineering
research. Subjects include design, construction and mainvenance of
structures to increase their effective life, and predict or anticipate
their behaviour under corditions of climate, stress, erosion, earth

movement and other forces; and prevention of noise and other pellution,
o Destroy when 10 years olde

b} Correspondence and technical data generated in structural and hydraulic
research accomplished by using models of dams, spillways, waterways,
conduits, and other structures, and including model studies of vower

transmission systems utilizing electronic models.

o Destroy 5 years after publication of laboratory report or summary of

findings or when 10 years old, whichever is soonere

c) Leboratory or summary reports, record copy, Engineering and Research 6k

( ﬁomuqeo( nhumerica an),

Center———PERMANENT, Offer to NARS when 25 years old. 13 - [ qr
LY W

d) laboratory or summary reports, all other copies——-Destroy when 10

years olde
NHobe~
Ztem—idfeYy—Fotmme—toatort -8 —inehesper—yomriswrvanpomer o
serial-ideniadiesttory e TTIOT S —ore R
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Retention and Disposit” *1 Instructions -
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHWICAL RECORDS, contimed:

120 EQUIPMENT AND MACHINERY TESTING RECORDS.

a) Correspondence and technical data accurmlated in tests of equipment and
machinery being considered for use by Reclamation, such as generators,
transport or control equipment, compressors, hydraulic or water working
equipment or machinery, refrigeration equipment, soil snd rock working
equipment, cement mixing and concrete placing equipment, hardware and
other similar items. |

« Destroy when 10 years old or 5 years after publication of a labora-

tory report on the test resultse
b) Ileboratory reports, record copy, Engineering and Research Center.

e Destroy when no longer needed for reference or when 10 years old,

whichever is sooner.
¢} Laboratory rerorts, all other copiese

« Destroy when 5 years old.

LOO Page 5
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Retention and Disposit®  Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECOHDS, contimued:

130 MATERTAL AND PROCESS TESTING RECORDS

a) Records relating to testing of materials including ceramics, fibers,

fuels, metals, minerals, paints, plastics, vegetable products, woodj

and processes such as excavation and earth stabilization methods, use

of compression or expansion to achieve strength, injection of chemicals

into waterways, and cthers.

1)

2)

3)

Correspondence and technical data accummlated during testing-
Destroy when 10 years old or 5 years after publicatiocn of a

laboratory report on research results, whichever is sooners

Laboratory reporis, record copy, Engineering and Research Center---
Destroy when 25 years old or when no longer nerded for reference,

whichever is soonere

Laboratory reports, all other coples---Desiroy when S years olde

b) Records relating to testing of cements, concrete, mortars, and binders.

1)

2)

3)

Corresponcence and technical data, including inquiries for ressarch
information and responses thereto, transmittals of samples to the
laboratory and test results, and other similar matters---Destroy

when 3 years olde

Concrete test and control reports, including samples from known
locations within a feature or structure-—-Destiroy 10 years after

settlement of the related construction contract.

Concrete test and combtrol reports, including samples from stockpiles,
aggregate batches, screening and blending plants, or from an
unknown location within a feature or structure~--Destroy 6 years

after settlement of the related consiruction contmacte

LOO Pace 6



Retention and Disposit®  Instructions -
BUREAU OF RECLAMATION

k30

RESEARCH, TESTING AND TECHHICAL RECORDS
MATERTAL AND PROCESS TESTIHC TRECORDS
b) Cements, concrete, mortars and binders, contimieds

L)

Test, pour, production and inventory records, including daily and
other periodic test reports created during the life of a construction
contract—~-Destroy 3 years after settlement of the related construct-

ion contract,.

¢) Records relating to testing of soil and rocke

1)

2)

3)

Correspondence and technical data, includinz records required to
transmit samples for testing and evalustiong—e-Destroy when 3 years

Oldc

Laboratory or field station worksheets containing test data and
other data to be used in the Reclamation publication Yizrth Manual.¥
=—Destroy when 3 yezrs old or after data for YIarth Manual" is

extracted, whichever is sooners

Reports of on-site testing of samples—~-Destroy 3 years after

settlement of the related construction contract.

d) Records relating to studies of earth movement., ( F’@Qﬁe“i’hme' f*’—&ﬁeﬂjﬂ{e ré&‘f&gf

o \Wals itew | sce

1) Correspondence related to studies of slides, avalanches, and earth- Smg‘“@

2)

ot 2

Yote

quakes, and their efrlect on existing features and structures, and p430 0!

ways to compensate for these effects~-—Destroy when 5 years olda

Reclamation~created reports on earth movements affecting Bureau
land or property--~PERMANENT, Offer recc:;re(it corzy to NARS when 25
n aq et

years old.¥A11 other coples, destroyAwhen 5 years olde
( Arer. by ocule, project, Fecture, o strocture involved ), Velvme minimal

Publications and bulletins not created by Reclamation, including
"Preliminary Determinations of Epicenter,% “Seismological Bullebing,"

and others-—~Destroy when 2 years olde

LD Pare 7
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Retention and Disposit:  Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL HECORDS, continueds

Lo HYIDRAULICS, RECORDS RELATING 10 THE STUDY OF.

a) Water flow records.
1) Correspordence related to the study of water flow as an erosive
force, and the development of techniques to control it-—Destroy

when 5 years olde

2) Laboratory and field worksheets containing data for which no surmary

or other laboratory report is prepered——-Destroy when 5 years olde

3) Laboratory reports, record copy, ESR Center——PERMANENT. Offer to

NARS when 25 years olde Cﬁrrwqed’/ alpha-num érimllg) ca O fw/u(f‘

h) lLaboratory reports, all other copies-~--Destroy when 5 years old or

when no longer needed for reference, whichever is sooner,

b) Records relating to sedimentation studiese
1) Correspondence and field data sheets accumilated during tests to
determine or predict sediment loads, the rate of sedimentation, the
ranges to which it settles, and other rela ted matterg--—Destroy mhen

3 years olde

2) ZLaboratory work sheets, survey books, cross-section sheebs, and other
computation sheetg~~~Destroy & years after issue of summary or finzl

report.

3) Summary of final reports of sediment study---Destroy when no longer

needed for references

400 Page 8



Retention and Disposit ~ Instructions
BUREAU OF RECLAMATION .

RESEARCH, TESTING AND TECHNICAL RECCORDS
Lo HYDRAULICS, P=CORDS RELATING TO THE STUDY OF, continued:

¢) Records relating to ice, wave and beaching studiese
1) Correspordence related to effects of formation and movement of ice,
movement of waves in different bodies of water, appraisal of damages
caused by movement, and technigques to control these actiong———

Destroy when 3 years old.

2) Laboratory and field data sheets including survey books, crozs—
section sheets, and other computation sheets not related to a
damage claim-—Destroy 5 years after issue of summary or final

reporte

3) Data sheets used in litigation of damage claims~~-Destroy 1 year

after settlement or cancellation of litigation.

4} Summary of final reports of research findings--~Desiroy when no

longer needed for references

- 40O Page 9
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Retention and Dispositior Tastructions ,
BUREAU OF RECLAMATION .

RESEARCH, TESTING AND TECHNICAL RECORDS, contimued:
kso WATER SUPPLY INVESTIGATIONS RECORDS.

a) Correspondence related to the study of water supplies for irrigation
and other uses; from natural weather occurences, geothermal or
grourddwater supplies; reclaiming or purification processes; and other

related matters---Destroy when 5 years olde

b) Water supply reports, prepared either as a special report or as appendix

to a Basin or Definite Plan, Planning, Feasibility, or other report.

1) Regional office most affected--~PERMANDNT, OQffer to NARS when

25 year old. ( A by name Project Tn vesh ga+cdn) [ 4o 3 CWH}W_
2) A1l other offices---Destroy when no longer needed for reference,

¢) Water supply study data, including statistics, computotions, and his-

torical flow records.

1) Office responsible for preparing final or summary report-—-Destroy

10 years after issuance of reportes
2) A1l other offices—--Destroy when 10 years old.

d4) Water supply reports of other agencies——-Destroy when no longer needed

for refererncees

e) Survey rotes, forms, worksheets, and other data related to a water supply

[+
study but not .z supportingsreport——-Destroy when 10 years old.

£) TWater management records.
1) Correspondence and technical data related to studies of how water is
and
lost thru natural phenomenaa industrial and domestic: consumption,

effect of water loss, and means to prevent itw——Destroy when 5 years

0lde
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Retention and Dispositd i Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHKWICAL RECORDS
k50 WATER SUPPLY INV:STIG*TIONS RZCORDS
£) Water management records, contirmmeds
2) Summary or final reports of water management research, record copy,

office of origin---PIRIANENT. Offer to NARS when 25 years olde se¢e below

3) Summary or final reports, all other copies---Destroy when no longer

needed for reference.
L) Studies by other azencies or entities—--Destroy when 10 years old.

g) Water quality study recordse { For machine-readable records related 4o Yhos ifem g
see Sepplement, Trene f950 g)
1) Correspordence and technical data relating to purity standards,
identification of pollutants, ways to restore purity to different

types or bodies of water—-Destroy when 5 years olde

2) Summary or final reports of study, record copy, office of origine—

PERMANENT. Offer 1o NARS when 25 years old, se¢e below

3) Summary or final reports of study, all other copies-—Destroy when

no longer needed for reference.

L) Water quality data or reports of other agencies or entitiese——-

Destroy when no longer needed for reference.

h) Routine transmittals of information or water samples for testing pur-

poses---Degtroy when 2 years olde

Note
Ttems LSO£)2 and LS0x)2

These reports are not pre :

3 pared with any degree of reguwlarity; o
durm{.; that phase of investigation when data can be used o éuego]{h
a Basin, Defimte Plan, Planning, Tensauality T

135y or other report, Tt
is very rare vhen such a repory would be icsued as a sema}er,a. The

volures would be ruriral (I to S inches per yeaxr at the most) and

rey
they would ke arranged by the name of the investigation, the type

of report, ard an app ndix nurber is 50 issuede
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Retention and Disposit? " Instructions

BUREAU OF RECLAMATION«

460
i70

RESEARCH, TESTING AND TECHNICAL RECORDS, conbimed:
Reserveéd

ATMOSPHERIC WATER SUPPLY STUDY RECORDS

a) Correspordence and technical data related to production of artificial
precipitation, Reclamation participation in cooperative research,
interpretations of legal responsibilities pertaining to weather modifica-

tion, and like matters.
¢ Destroy when § years old,

b) Research proposalse
1) Proposals from which no agreement results within 3 years-—Destroy

2 years after file is closede

2) Proposal resulting in an agreement within 3 years, and related

correspondence~~-USE Retention and Disposition Instruction 330.

¢) Final or summary reports of participation in cooperative projects.
1) Project of Reclamation origin, record copy, E4R Center——PERMAN:NT o
Offer to NARS when 25 yeaTs olds Akl-evhes-eopivss=Bosroy-virernrro—

longer-nssded—for-referorles C
) I other copres ~Destrany i ag ency whetw wo lowqer needed for
2) Al otheccopiesDestruy in aq ency
3) Projects not of Reclamation origin---Destroy when no longer needed

for reference,

Note: Fimal or summary reports are of two types:

l. In-house reports are printed by GPO who suppiies copies to
Archivese.

2+ Contractor-produced reporis are furmished to Natioral Technical
Irformation Service at Spriorgfield, Virgima (in four copies);
but don't know if that agency serds copies to Archivese

Yb’.l.ume of reports is currently averczge about 18 inches per year tut
increased actaviby in thas f1eld ardacates that amount ray triple,

Even though corics of the reports may conme to you it stall aight
be preferalile to have the agency (us) send you the set for
PERARNENT retention —- they vould be adentified by Project murbers
with 18 locator references.
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Retention and Disposits nstructions
BURFAU OF RECLAMATION

RESEARCH, TESTING ARD TECHNICAL RECORDS
70 ATMOSPHERIC WATER SUPPLY STUDY RECORDS

d) Seeding project records,
1) Correspondence, forms and other records related to obtaining personnel,
equipment, supplies, and services for the project; gathering and

reporting data; and similar administretive matterse
o Destroy when 5 years old.
2) Project case files—-Destroy when 10 years old.

# 3) Final or summary reports, record copy, FAR Center——PERMANGNE,y

Sffer—to-NATE-whon-10-Feors—-oddqs- b&s‘\'rou’ m agemey whew no fouqeo
needed fFor referemce, L) iy

L) Pinal or sumary reports, all other copies--—-Destroy when 5 years old.

e) Technical data relating to cloud formations and moisture content, methods
of stimulating rain or snowfall, and records relzting to administration of

data-gathering insiallations——Destroy when 5 years olde

£) Agreements for operation and maintenance of data-gathering instazllations

and all related correspondence-—USE Retention and Disposition Inztruction

330.

g) Statistical releases on water supply and meteorological conditions,

including releases from NOAA.

1) Statistics compiled for use in Project Histories~-Destroy data when
printed in Project Historye
2) satellite date---Destroy when no longer needed for reference or when

5 years old, whichever is soonere If v‘:\giwdic?aFQ) see SuFPlemu&
covenhj mackineg- readable rewrds) A %ﬁ*"{ 70 3

# These are techitteal/statistical type documents. The effee
of cloud seeding are Teearded but spparently. ne rative or conclusion
or interpretation is included™~3n.ths efortse They would be very hard
for the Mlay person® to.cemprehends Rerhaps the designation of

PERMANENT is pod~vBFrect in this instance woirld consider "Destroy

R onger needed for reference, if you think “tha might be a
better retention insiructions

or results

h0OO Page 13



Retention and Disposit’ ~  Instructions
BUREAU OF RECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS
k70 ATHOSPHERIC VATER SUPPLY STUDY RECORDS, contimueds

h) Atmospheric Conditions recordss
1) Correspondence and technical data related to Reclamation studies of
temperzture, humidity, pollutznts, effects of prolonged artificial

precipitation, natural storms, and other atmospheric conditions.
e Destroy when 5 years olde

# 2) Final or summary report of studies, record copy, office of origine—-

PERMANENT. Offer to NARS when 25 years olde see below~

3) Final or summary report of studies, all other copies——Destrey when

% years olde

L) Worksheets, forms, computations, and other reference data=~-Des troy

when 5 years olde

A 7/70-'/. ﬁ“oﬁj&’?" _5/(’ water -~ olate - a%éf/»y reconds related 7o

ro Seacch in  afmospheriC loater YSupp }j0S ——
See. /(7&&/;)/‘?6 - /\ﬂe,a_a@zz»é/é& /€960/&f’5 Sa/a/)/emmnﬁ
Ttem A H70-]a ‘-/”/zrowj/z

# These reports are not issued with any degree of regulerity; they
primarily concern freakish type storms and the data collected
regarding the causes and effects of the sterms A recent example
was the Bureau's bucket~survey of the Pig Thompson Canyon area
after the flood of Awsust 1, 1976 to determine the actual amounts
of rainfall that created the disasteri even though, in this
instance the information was not used to prepare a final or
summary type reporte

Volume would not bé large, and would probably be identified by
the locale and type of storme
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Retention and Disposit ' n Instruction
BUREAU OF HECLAMATION

RESEARCH, TESTING AND TECHNICAL RECORDS

k8o SURVEYING ANMD MAPPING RECORDS

Rcﬁgql 7

L8o-1
e

7wt

1+

LB80=-2

MV

g
"’“Z/,/);;J? 7

Correspondence files. Correspondence and program schedules required to
determine Reclamation surveying and mapping requirements by Fiscal
Years and transmittals of requirement data to U.S. Ceological Survey or

other agencies or entities empowered to perform the surveying and

(ﬂrcwe& obxromcfog?Cai\q> [ ew. F4, )qr, max i v Ui

PERMANENT, Cut oFFevemj 5 years, Trams Fer
«—Desbrey-—when S-yr bleck to FARC at S-year mtervals,
—3-years—olde— OFFer Yo NARS whewt A8 years old.

mappinge.

Cooperative agreements and all related correspondence mcludmﬁ fo Yei in Survey mj -+
mapping coopecative agreements , ( frrauqe }, case %erumder
chreowne log ca\\q\) 3-H mjv(r. maX.,

Bestroy-L-year-after-termination-ofthe-agrecnent—or-completion-of—
p o R ! k‘
theworky PERMANENT, Cut off every S5 yrs. Ttamsfer 5-year blsc
+o0 FARC ot 5- year er\faLl1$, OFfer Yo NARS  when
Q5 years old,
Survey notes in level or transit books, contazining ground surface measure-

ments or base data for maps and drawings as well as other pertinent infor-

mation regarding the landscapee

‘ﬂa) Monumenting; work notes, photographs, cards or other recordge—-

Destroy when Survey Conirol Diagram and pencilled copies of caps are

filed with U. S. Geological Survey.

b) Momumenting; survey books or notes of permanent locations of bfass
caps and markers—--PFRUMANENT, offer to NARS when 25 years olde

/1 to 3 cubic feet per year — usaal]y less/ (QSQ%A -nvvner(ca\ 5
&U‘ea,

s Prolect
survu{ “bogc '@umjbef-),

e
°)j Survey bocks containing preliminary design and cost estmateé data
and preliminary location controls of at least third order——Destroy
when data is transferred to planetable, map or drawing or when

replaced by a preconstruction survey.
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Relention and Disposition In: sLiong
BUREAU OF RECLAMATION x v

RESEARCH, 78T AN TECTHITCAL TECORDS
SURVEYTLING AMD MAPPING RLCOS

L80-2  Survey notes, continued:
d) Preconsiruction and construction survey notes uscd for preparaticon of specifica-
tions, to plot progress of construcuion, maintaln alinement, es-tablish control
points and other sumilar purposes-— Destroy 3 years after settlement of related

construction contracte

e) Surface levels and data beneath or al sades of fealures and structures; levels
and elevations Mas buili," and notes containing behavioural ohoervationge—

Destroy vwhen 25 years olde
£) Unidentifiable books~--Destroy on receipil of ihis instrmetions

2) All other books-—Destroy when 25 years olde

_Jﬂ)@\/
MS I80=3 ILand Classification.
;%(’/VH/O
“7
7 1’}/ 77 a) Survey notes and field data collected during the survey of land for irrigation

suilability, including base maps, planelables, toporpgraphic maps, aerial-pheto-
graphsy remobe-sensing products or other similar medig-—-Destroy when final

land classification map is preparede

b) Land Classification maps, final--Destroy 5 years aflter land certification report

e

is approved by Secretary of the Tnierior and an zcceptable microlilm version of

¢ final P with retaked mdex
a4 s ¢
<) M\g}ég‘ﬁ]fpmifreﬂ'@%@ﬁﬁé‘aﬁ)& referance copyh PERMANENT, Offer to NAQSAW}'% no loi%j)%rcmh/?rcs

ﬁTB 17 neecdded oc when &0 years oid , whichever is sconer, (Rrromged pumeri eatl )
‘1)9‘[" A AN other copres oF miceofilm .. Defyrro/q . aqency whem no lenger needed Vor reference, ¥
e) Iand Classification maps, preliminary or showing temporary boundaries and
pSe P &

acreages of irrigable areag and their class of land -~ Degt ™ encd whew ng
longer heeded For  refecenes. oY aqenco

P) Ay Amlyses of soil and waler samples supporting classification assigned to the
lande=-=Destroy when irrigable arca is established and certified (SEE Relention

and Disposition Instruction 7h3-L)e

CD &) Tield or work notes, tabulations, computations and similar materiale—Destroy

1 year after finol land classifcation map has been preparcde

for  aerial féo%OMa/os/ see. Ttewm THO-L

_ OO Page 16
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Retention and Disposit - Instructvions
BUREAU OF RECLAMATION

RESEARCH, TZSTING AND TECHEICAL RICORDS
SURVEYING AND MAPPING RECORDS, continued:

N// S L4Bo~h4 Platting. Survey notes retracing or establishing boundaries of townships,

f 17 section lines, and farm unitse.
7

2 5 " 3 PR P 0] £ B 7 Uy
%] L,71.1|17 Oriain fats + duplicate cepies (eacept m’scrmF.lm)w Desteoy in eney
q? ol wh%m ac‘:zep-mbig Filmeo\Pah& no longer heeded Forq reﬁ:je/nce,

b)

('ﬁrrwqfﬁllqi;’ MiceeFilm masteqs lcguéﬁm\‘ﬁ: rggg?{cgﬁfgﬁpq) Final plat -
pomer 1 c,ml;jéc(' fer-peferencev- PERMAVENT, OFfer to NARSA'When ne longer needed
|7l e B e for reference , or when Q0 urs. old, whichever is sooner, Flm
be c¢) Preliminary or working copies of plais=—-Destroy after preparation of SZ) “fﬁfo‘dwce
! Yi
final plat. CFR fof -
N-sod,

d) Field notes or bocks containing location or other data=--Destroy after

preparation of final plat.

o MVS 1805 Sediment Surveys; reservoir range morumenting and other data in survey books

A

> or notese
0 ]

e

e Destroy 1 year after data is plotted to a map of the sediment range.

fm’ NAMS _uB0~6  Aerial Topography; negative film of vertical or obligue image together with

R\,g \ 7 accompanying indices, flight identificztion and other identificztion.
.1

£
OOy

rr, by Flight Tdeu ; Frcateon huml:er)
ompletion of Prq‘iec‘h

E—tle

Q00 culd on o e % PERMANENT, Offer +o NARS, on. ¢

with relded tnddx
NS 480~7 Aerial Topography; record prints including‘ supplemental controls and finding

W},ﬂj;;:i;q 7 aidse

o Destiroy when no longer recuired for referencee

~

L80-9 Routine correspondence related to survey and mapping such as letters of trans-
mittal, requests for information and responses thereto, lists of maps available
for distribution or sale, publication of information of special surveys or

maps available for distributimn or purchase and other similar material,.

¢« Destroy when 1 yezr olde

% 2 ubic feet neow on hond ‘wthe Bureace conskitotes Y

sS?vg 2 ic w;?;ck‘%gme beﬁvx, wa;lee 9;}&&‘*%% Bwemwbegans 4

(i7" W (-7 L] its v ry el o N W47
vse aen hogc%:;g 1% e VS{&, ‘For specm\ :Xi-é?es oF, $‘3?\€vi,'s
" ‘?\et G-ﬂ‘ﬁ* 1S no+Pﬁ— continuall = |
SUrfm e oF aatumy 3
(end) Getym . mfio{ D\Q,P%x%vga:;zg ,ey\_}:*}‘u;fe.
oF Yhe ara 4o be. P‘\Ohl}r&,{b[ﬂgﬂ(\
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

500 DESIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS

a)

b)

ﬂ5001

General Correspordence Filese Correspordence regarding the sdministration

of Reclamation's general functions of design, construction, operation and
maintenance and those functions as they relate to all projects, divisions
and units under Reclamation jurisdicatione Include correspondence
regarding such matters as development of overall programs of design,
construction, operation and maintenance plans, general moratoriums on
construction activities, programs to accelerate construction, and other

similar matterse

« Destroy when 10 years olde

ProJject Correspondence Files, Correspondence regarding the development

and administration of a project, division or umit in their enmtire concepty
i.es, the overall plan of design and construction, operation and mainten-

ance.

¢ Destroy when 10 years olde
Engineering Applicefions - G‘e»n?l‘l’»/ -- See Mﬂa[‘;”e‘ ﬁf“-d“é/e

Records Supplement, THem o A SO0
Public Opinion Becordse Correspondence ard petitions forAagainsf planned

or constructed Reclamation projects, divisions or unitsj particular

features and structures; and including replies to comments, petititions

and other similar matterse {Jrr, chrcvuo_i(,\g]ccd\g, (a. 2 /\y

All Offices--PERMANENT, BREAK file annually. Offer
to NARS when 15 years old.

@;?qﬂ
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS, contimmeds

500=-3

500=5

Geologye Correspondence administering or concerning the geological
investigations of sites for features and structures of Heclamation
projects, divisions or units. Include transmittals of geological

gamples for test purposes, results of drill hole explorations, drill
hole locations and other similar matterses

« Destroy when 1S years olde

Geological Reports, including review comments:
Rrr. by preject neme. 50-60' e Bureaw. - S"/prcjef'f"
When accumulating,
Record copy, regional office of record--PERMANENT. Offer to
NARS (nearest Regional Archives) when 25 years old,
All other copies, all other offices--Destroy in agency when no

longer needed for reference or when 20 years old, whichever is
sooner,

Dxrill loga:

a) Original "ogs:
« Destroy when 25 years olde
b} All other copiess

e Destroy when 10 years olde

Transfer of features and structures from construction to operation and

maintenance gtatus; letters of notification.

o Destroy when 5 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESICN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contimmed:

5006 Construction Mthorizations Correspondence, letter reports and legisla-

tive materials acc\mmla.t%gg- in the preparation and submission of documents
seeking Congressional authorization for construction of Reclamation

" projects, divisions and units, or particular features or structures. (arr L ?‘"GJ ‘vc'+
M eewm,‘er chrom'“

a. Commissioner's Office -PERMANENT. Cffer to NARS when togicall
ﬁ 25 years Old. (}5 c:,U«FL
b, Regional office of record - Destroy in agency when ncws i

.

&Rl
no longer needed for reference indhata

c. All other offices - Destroy in agency when no longer /a cmF‘F}
needed for reference, or when 10 years old, whichever
is sooner. e 7 ense

501 Programs:
a) Correspondence, letter reports, statistical data generated in the

scheduling and accomplishing of programs of construction, rehabilitation,
betterment, operation, maintenance, force account and other work by

a program period (usually a fiscal year). Also include similar material
related to programs of advance planning activities, for accelerating

construction ard other similar matters,
» Deatroy 1 year affter the close of the program periode

b) Programming media, including forms, data processed information, and

other paperwork recording program accomplishment, progress, changes

and similar information.

. Yﬁi“%f‘::;;;3 ig%:l%sra\c&e LRer rea . *{v‘fe?dcélm;i&ieeg\g\;;(
¢) Program Schedules and Reports, including schedules such as PF-2 amd

PFe3 and reports such as "Summary Cost and Progress," "(Operation

and Maintenance Cost and Progress," and data processed equivalents

under Programs ARO20380 and FNCO0280 and similar,

e« Destroy ending report for fiseal year when 5 years olde Destroy

other issues when ending report for fiscal year is recezved.(ﬁf‘ O\ts?osi+fon
of retated Funoh camﬂs/ ohses see e supplemerct
coveridy  wachine - yead a\ole reto rcﬁﬂj)
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Retention and Disposition Instructions
BURSAU OF RECLAMATION

DESIGH, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contimeds

502,  Project Cost Estimatess
a) Correspordence regarding the prediction, amalysis of cost trends, and
adjustments of costs of construction, operation and maintenace of
Reclamation projects, divisions and units and the preparation, revision

or other working of estimates of those costse
« Destroy when 3 years olde

b) Estimating puides, including publications, statistical and similar
data reporting on unit prices, cost indexes, cast trrids and other

gimilar matterse
e Destroy when 3 years olde

8) Cost Estimates, D01 or equivalents,
e Record copy in the Regional 8ffice of record, destroy when project
completion report is issued. A1l other copies, destroy when 2 years
olde

d) Control Schedules, estamates of appropriations and other data regardless
of form used,
» Deatroy when mo longer needed for referance or when 10 years old,

whichever i3 sooners

Lor maphine —realable records related Vo
Them 03, Se€€ Supplement— for mashine —

readabl e r(x.tor*ds/ Ttew. A S


https://maintena.ce

Retention and Disposition Instructions
BUREAU OF RECLAMATION

503
e NS

Pevile
?/oza /77

DESTGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS

Drawings and Mapse Original drawings and maps, designs, sketches and other

artwork from which an acceptable film (microfilm aperture card, color slide,
color print and negative) is available,

+ Destroy when no longer required for revision or updating purposes or as
otherwise indicated by other items of this 503 Retention and Disposition
Instructione

h 503, El«ﬁl%g&%brm"id 3 M?crcﬁ? Lo S_ug*f-w,t datee -~ see Madﬁtﬂe-’f{?eadab(g
Recorcls

f% WHS 503-1

e’
Peaf77
HAHS 503-2
Aeynd
2/a/77
A5 503-3
memo-
923/ 77
50344

7044, A5

IHEvHD

92/ 77

pe ANS
S/ 77

g Tein Trew A So
Original Filnsy Tdrizifal Hickofiln apeture cards, color slides, colar X
: Arramged nwwmericatly by sqmbol s
prints and negatives of drawings and\temaps. (wh‘i o Rl cate Prej g:& or Hc’f‘tvﬂq 5
-th fé'fg( QL preparhg office jama Araaning 's Serial
with fage | | J *4 nomber
« PERMANENT. Offer to IIARSAwhen no longer needed or when 20 years old,
whichever is earlier. [\ CQO"O [J T ¢ Pl “y_, BI BUF&AM«'M’?CZ
Microfm I aecordance - b e R J <
¢, 10 cw H,/qr.

Wil | eFR  O1- L..5v Yher ealfer

Drawings and Mapse Original drawings and maps which have not filmed in

an acceptablse manner, (w& W\,‘sn‘\mo.}’ g{,w\s} stui moqu of older drw}ufs whde
because of 6qe] dict, weat dmd tear, could ned e Filmed
properiy, Attomolation’ will cease once all drawings are
+ PERMANENT. Offer to NARS,when no longer needed or when 20 years old, F?(Vge& Soone

with relafed ndex aFter cfé’otfm'n_
whichever ls earliers

Arc pumertcally by sumbols whick wdcote Roject or Activi
¢ ?“Wr"m"“i Ofiiceq, o;‘nd dwwing's serial nvmber HU
Drawings and Maps which have been filmed acceptably but which must be

retained pending preparation of "ag built™ or other final versions

» USE Retention and Disposition Instruction 503 above,

Sketches and other preliminary versions of drawings and mspa,

¢ Destroy when final version is prepared or when 3 years old, whichever

is soonere
Abandoned Projects or works, drawings and maps related o,

o Destroy after filminge


https://l::"'c:-cu;.se

Retention and Disposition Instructions
BUREAU OF RECLAMATION

503~6

MHS rms
7@% %&/ 77

S 503=7
Voo
Poa/7 7

503-8
5039
503~10

503-11,

503-12

DESIGN, CONSTRUCTION, OPERATION AND MAINTENAMNCE RECORDS
Drawings and Maps, contirued:

Postponed projects or works; drawings and maps of activities for which

construction is delayed,

« Transfer to Fedaréi Archives and Records Centerjy withdraw when the

project or work is reactivated or destroy if officlally abandoneds.

Artist conceptions and other original artworke.
a) Original artwork and original micro or color £ilm thereof.
with celaded indey
« PERMANENTe Offer to }mﬂsl\when no lenger needed for reference or
when 20 years old, whichever is earlier. ( Aer s mecical | }M‘\ g‘:\m“h ols ,‘{“’1.‘ £iti
Prosenck or Activiiy prepocing OF Fieg,
b) All other copies: Ok ‘im‘”“ﬁ‘s serial humbct‘a

« Destroy when no longer needed for reference or display purposese

Iists; bar and bexr cutting lists, cable and cable reel allocation lists,
reinforcements lists, billa of material and other similar datae

« Destroy after filming,
Schedules; construction programming and materials utilization,
« Destroy on setilement of related comstruction or supply contracte

Schematic-Diagrammatic drawings of electrical, wiring, switching and
other installationse

[}

» Destroy when no lenger needed for updating or revisinge

Design standards or typical design drawings,e
s Destroy when superseded oxr obaolete,

Tllustrations; charts, graphs, statistical arrangements and similar
drawings used in reports and other publicationse
o Destroy when superseded or obsolete,


https://s:iJnil.ar
https://wir:i.ng

Retention and Disposition Instructions
BUREAU OF RECLAMATION

503-13

503=1h

503=-15

503-16

503-17

503-18

504

DESIGN, CONSTRUCTION, OPERATION AND MATINTENANCE RECORDS

Drawings and Maps, contimed:

Design references and marked prints of drawings.

+ Destroy when no longer needed for reference or on completion of related

construction.

Mamufacturer Drawings.

« Destroy after filming.

Other agency drawings.

e« Destroy after filming,.

Location mapse

+ Destroy when superseded, obsclete or filmed.

Floor plans, cffice arrangements, wall hangings auch as large nylon maps,

and other oversize drawings such as prepared for preliminary plans for

relocation of railroads, highways and other features.

+ Destroy when 5 years olde

Drawings, designs, maps amd similar material prepared during research or

other work performed for other agencies including foreign governments, .

« Transfer to the agency or foreign govermment on completion of the work,

regearch or project for which preparede

Construction Materials. Correspondence generated during the investigstion

of earth, grawel and rock for construction use. Including such subjects

as acechss, quantity and quality of material available, proximity of borrow

area to construction site, reports of investigations, production and use

records, test reports, and other similar materialse ( ate w/u y’;"‘%ﬁ/&

-]

e Destroy 3 years after completion of work under tha'ii'

contract.

p/ mm
ed conatmction

Ve Can:lf

s0 €&


https://Constracti.on
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

505

506

506w1

506=2

507

DESTGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, continued:
Reserved

Inspections Recordse Correspondence generated in accomplishment of periodic

examinations of Beatures and structures for safety, efficiency of operation,
damages, and for rehabilitation and betterment purposes. Include correspond=

ence regarding the methods for performing inspections such as by use of

scuba divers, helicopters and other means. ( Féﬁ W HeE —ré ﬂ":‘ﬂgf"é/e re GO/D{S
refated o is iem ) See

« Destroy when 3 e Supplement
TOy years o :z:ﬁﬁ <ol

Ingpection Reports

« Destroy when 5 years olde

Reviews of maintenance reportse.

a) Engineering and Research Center. Destroy when 10 years olde
b) Regiomal 0ffice of Record. Destroy 1 year beyond life of structurese

¢) A1l other offices. Desiroy when superseded or obsoleta,

Relocations. Correspondence regarding the general procedures and legal
requirements involved in movement of natural or marmada features, structures,
or systems (railroad, road, canal) away from Reclamation construction

activity or areas subject to inundation.
o Destroy when 6 years olde

« Specific relocation case files; USE Retention and Disposition Instruction

330 or 780, whichever is mosh appropriates


https://man:ma.de
https://rec,,..J2

Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION &2 MAIN‘I;HIANGE RECORDS, contimueds
@M{" eee-rot -"3.-"4‘%%«»«“ o (PR3 ST Sdrrewe J L
Pl . Y P a b

o
e (i o s LA <

510 DAMS. Correspoxﬁe?lce regud{nférdms and tﬁeir appurtenant works such as

spillways, outlet works, diversion tunnels and other features; and
including material related to operation and maintenance of the structures:

a) Dams being constructed, constructed or abandoned:
o Destroy when 10 years olde
b) Dams being planned for coanstruction.
e Destroy when material qualifies for disposal under a)} above.

510=1 Correspondence, technical and other data collected or reguired to prepare

reports associated with the design and construction of dams and their \[4{5 . 7(
[ ; 11ess
appurtenant workss [ For machine - readable records related Yo Wi /
see  Svpplement,
e /551&-— ]
o Destroy 3 years after lssuance of related report.

P pomia Aee btﬂ Vecation . l/!é cwi’%/»@

Archeol al investigati £ damsites.
VDR, o ok e e - PERMONENT, OFfer o NARS (esrest

eqwimal Brohaves) ok 10 Years o fQ"ﬁ
%) Pl efher officec-- Des when 10 yearc oldd. Cspec/8
b) Interim reports such as completion of concrete placement or earth linings

and other similar activities; design data in narrative forms; feasibility
designs and estimates; reports of foundation investigations, urwatering
ard other related matters; interim reports of installations and behavior

of soil-cement smt:fm; unit records of constr:ition and other similar ‘/ P} }Si‘r ot ~

) eef i L, Ja e Vet
reporte. (eromsed by projeet  dherevuder by strueivre e
D) Regioual office of modoc Tnterest-PERMANENT. offer +o
. "NARS ( reasest Reg\cw}( ﬂrf‘»‘\f_es} whew (0 years eld,

ffices -~ Dest whew 10 Gears
'3). M&p(l ojx‘ée(\o%qér needed For rekedene ;OM’ oc Seower

&)} Cost comparisons; constructien cost at variocus sites compared; cost of ﬁ“f 23 17 5

one type structure versus another, and other similar matters.

’8) Destroy when 25 years oldy in office of racord.&)bes'bmy when 10
years old at all other locationse


https://t,<Jn'e.vi

Retention and Disposition Instructions
BUREAU OF RECLAMATION

TKSTIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
Das

510-2  Reports, contimued:

d} Final Construction Reportss

3) PERMANENT, Record copy, office of record; offer to NARS when 25

z

years olde U _ 5P o0 b;t o BDW;, segats maminval) e,
,3) Destroy when no longer required for reference at all other locationse SWA‘?’! ‘ C
e) Final reports of installations and behavior of soil-cement sections.
9 Destroy when 25 years old, record copy in office of records

a) Destroy when no longer required for reference at all other locationse

£} Technical records of design and construction.
o USE Retention and Disposition Instructioms 180-5
g) Operating instructions, \

¢ Destroy when superseded or obsoletles
for paacking - readable recerds  related +o Theww S 10-9, see

aelane - 2ecorsls S { Ttemn 10~
510m3 Bﬁl‘:aviorﬂcinstanatioggaand ’gbservrgéom . ww+‘ A S

a) Correspondence and other material related to the installation of meters
and other instruments at dams to measure earth movement, seepage, stress,
pressure and other forces affecting the structure and its appurtenant
workse

o Destroy when 10 years old.

b} Observations, periodic or interim reportae
« Destroy when summarized into a f£inal reporte

¢) Observations, final reports.

9 ...... w ,.,,. " s -5 £ P BCoTdS 3 T IARS

. ne
Foars-odde  Office of fecord-- des*rwjhwahqeﬁm %‘frucfure no 1om59r exists |
QD Destroy when no longer required for reference at all other locations.

For mackine -readable vecords related 4o Theuc 510-3/
see  Mackine - Readable. Recorcls Supple weut  Tfeuc
hsi6-2 -

10



Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
DAMS, continued:

510-k  Safety of Dams Records:'®" methine- readable recods reiated to Tteme Si0-4,

¥ see Meclane - Readable Recorrle Supplement Thew A sio
a) Correspondence generated in preparation, distribution, and updating

Standard Operating Procedures for dams and their appurtenant works
by Bureau of Reclamation, Corps of Engineers or other agenciess
« Destroy when 5 years olde
b) Directories of Operating Officials.
« Destroy when superseded or obsolete,

¢) Standing Operating Instructionse

o Dest hen erseded or cbsolet . ) - see
for mm;ﬁé-w/é“”ﬁé’emzs rolated. do Tewms Sl %"wjé— sU-1 )
y/

511 Reservoir Managemant Racordse Correspondence regarding management of 1%;/;{’3/ ALl

space in reservoirs. Subjects include means to provide storage space for *{hrouﬁ&,
flood control, transport of mon-Project water or water for municipal or ft Sh- L})
irdustrial use, maintaining pools of water for recreational purposes and

conserfation use; regulating releases of water; water ownership, replace-

ment accounting, backwater and tailwater studies, envirommental effects

of regervoir fluctuation, preparation of storage regulations ard other

similar matters,

« Destroy when 10 years olde

511-1 Reservoir Operations Records. Torms, logs, graphs and other similar material

recording reservoir operations on a regular basis; daily or other periocde
Include recordings of inflows, releases, elevations, irrigation deliveries of
water and other similar operational dataes

a} Data later summarized into the Project Historye
« Destroy when related Project History is receivede

b) Data summarized into Anmmal Operating Plans.
« Destroy when related Anmual Operating Plan js receiveds

A Slo- &, Dw_,&"m«%wwk Estiuedes -- see. Maokine - Readable Records Surglmecd}
Ttew A S10-5,

hS10- 6, Dawe | Site Selpetion %Mw see. Mackine - Reatable Kecords
SuPplewewf“j Them Si0-¢&, )

A S10-7, Dams, Strvetvral  Aualysic ngmmtﬁ -~ See Machine - /@3“0["’4/&
Records ~ Supplement, Tteme A S10-7,

A s10-8. Dows, Terraln Olafo -~ see Macline < (Gadable Recorls SUPPfMﬁ

Ttem A S10-§4
A Slo-19. :DWWLQ, Nodle ancl E ltmmendt :DOC‘F‘U‘“" see MQC’LL?"‘Q’“‘

em————

feadable Keeords Surrplem;? Ttewm A S10-9
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE REGCORDS
Reservoir Operations Records, continueds

5312 Correspondence and other material required %o prepare statigtical amd
narrative portions of reports summarizing water operations for an

irrigation season and predicbing operations for a coming season, and

as required to print and distribute the operations plans and reportse °
-~
« Destroy when 3 years olde , G,“ple
gt
511-3 Operating Plans; anmal or other issues. (g:)e(’/

a) Record copy, Regional office of origin. Cﬁt‘“f‘;\ Qh"m\oﬂj !C“/u‘o . dew H“/ 4r,
* Bureai -wide
o PERMANENT, Offer to NARS when 25 years olde
b) Record copy, operating office affectads
+ Destroy when 10 years olde
¢} All other copies.

« Destroy when 3 years olde

51i-l  Inflow Desien Studies and related correspondence,

a) Record copy, Regional office of record.
+ Dastroy 1 year beyond 1life of related struchure,
b) All other copies.

. 3 when 10 years olde |, .
Asll-5, Smal?tziervo:r é,zmg m»m Cee. Mad«me Reaa(q,bfe ﬁaeorcls
ASIt-6, Flows v Aversisus dodta Su;z-;:»\ewm’fﬂ Ttems K s5U-S

N sii- 7» .Irrxgﬁ&éﬂ %;% P Stpdies h I
520 Meaporﬂeme conferning cah ‘ 7

laterals, tu.nnela or other water carrying or distribution systems ard

tha devices or structures installed to measure and control the flow

of water through such systemse
«» Destroy whem 10 years olde
Pt S . HV\V\\»’&‘ CDEArcs,'{‘sn_c] PV‘OCQSQMQ P'GM.S D"—'{’& -

see Madine - Readable ?eeowts derlemc%ﬁ\
Trewm fHSIx,

»

%‘Wgse are YP}M{& at GPo
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

5201

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
WATER DISTHIBUTION SYSTEM RECORDS, continued:

Beports:

a) Correspondence and other material generated in preparation, printing,
and distribution of reports; including engineering computations of
canal lines, fourdation investigations, working instructions, design
data in narrative forms, feasibility designs and estimates and other
similar matterse

+ Destroy 3 years after completion of related constructions

b) Final feature or construction reports: »

Record copy, Regional Office of Record-~PERMANENT. Offer to NARS when 25 yearsiold.
less thom  (/yr, depenciug on Wow oy Cumar $, % Anels, Bt weid funshed latliz veaa
All other £opies--Destroy in agency when no longer needed for referance.

520-2

&) Designers Operating Cziter;&

« Destroy when superseded or obsoletes
Technical Observationse FG:‘ maeline - readable recerds related 4o Has tewm
sce  Mpelng - Reo.c{able RQCOP;;LS S;;PPiem%'f-‘) Thene

a) Correspordence and other material collecting, transmitting or

/
P sag-a.

summarizing observations of erosion, sedimentation, losses of water,
and other factors affecting the efficiency or operation of water

distribution systems,

+ Destroy when 5 years olde

b) Interaim or periodic reports of observations.
« Destroy on receipt of final reporte

¢} Final reportse
« Dastroy when 10 years olde


https://Mo.c.\...'l"e-Ret:1.JA

Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
WATER DISTRIBUTION SYSTEMS, contimued:

For maclhing -readable records related. o “this i
520=-3 Earthwork Computatione cee Macihine— Reado Lo Records SUFP\G’\M%‘{; 1%;34&,

a) Mamual and data processed computations of borrow area use, centerline M Sac-3.

determinations, concrete or earth quantities, cross-sectioning, profiles
and controls, gradeline, station placement, prism and other similar

date generated during construction of water distribution systems.

¢ Destroy 3 years after settlement of related construction contracte

M— b) Data processing input, programming forms or books and storage media
o
such as punch cards, tapes, discs, etc. f};a:éf
Ll

o JDestroy-when-t-yearolde See SU?P‘QmW‘F‘LCOVQT(Wﬁ
vv\,ach‘mgvreao! able records

A sx0-4  Diverswn Schedufes —Tornsuts — = See Machine ;?@ao@al,le &Comfs Su/qv/eowd)

530 DRAINAGE Corresponderice and other material regarding seepage at Project Ifem A s &G—I/
lands, features and structures, and the methods by which those conditicns
are alleviated or eliminated.

o Destroy when 10 years olde

530«1 Correspordence and technical data accumulated during observations of seep

conditions.

+ Destroy 3 years after summary or final report is receiveds
A 530-]. Draincge a?as -~ date processell applications -~ see /‘faaﬁ?&c-/ﬁfddfe
g O / # 75 N

£30-2 %’;0"0’5 ré'@f—zgf” 2 ', Lfet P Sz0-/

a) Record copy, Regiomal office of recoerd. Destroy when 25 years olde

b) A1l other copies. Destroy when 10 years olde

A 530~ 3. Evapo frazz_s_f/"/mj‘i‘o;; /}OW yCNt?MQe_ -—see.
Macthine - /e?aagcz,.é/e, /@comls Scﬁbpfemen?j)
THem /4 S3p-3
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, continueds:

sLo PUMPING PLANTS Correspondence generated durang the construction of pump
plants, installation of equipment, and as required to admimister the
operation and maintenance of the plant (office hours, shifts, inspection

patterns, scheduling of maintenance work, etca.).

o Destroy when 10 years olde

Final Construction
ShOowl  Commretion Reports:

a) Correspordence and technical data required to assemble, print and
distribute, Destroy when 3 years olde

b) Reports of completion of major pumping facilities such as Granby
Pumping Plant, Mount Elbert Pump and Powerplant and other similay
structuress

} Record copy, Regional office of record., PERMANENT Offer to

NARS when 25 years olde | cu L F{ wow iw aqemer ; Yearly therease vavch less

o?) All other copies. Destroy when no longer required for reference. ;F.W' w:u,f“ H
¢) Reports of completion of minor pumping facilities.

s Destroy when no longer required for references

A sH0- 1. E"ﬂ‘ﬁi’:ﬁj Ei:"’-’-‘-fzaﬂ' ESfmatidg--see Machine _/@Jw&é/e £2cords
£how2 Rapogt?f ’gfeggn;&[?ara%ive costs md’%eéggs:zoperating instructions and.

other similar matters together with related correspondence,

« Destroy when no longer needed for reference or when superseded or

obsolates

S40=3 Pump Installation and Operating Records. Form and narrative operating

reports such as pump-generating economies, technical calculations and

computations, pump acceptance test records, operating instructions and

similar matters.

2} At the plant or office of record. Destroy when the pump is no longer
in Reclamation possessione

b) All other copies. Destroy when 10 years olde

15



Retention and Disposition Instructions
BUREAU OF RECIAMATION

DESIGN, CONSTRUCTION, CPERATION AND MAINTENANCE RECORDS
PUMPING PLANTS RECORDS, contimed:

£Lo-ls Operating Reports, including charts, logs, forms and other medis recording >

day-to=-dgy or periodic functions, maintenance, inspections, amd other
operations of the plant, its equipment, and the power available and used

to accomplish pumping.
« Destroy when S years olde

5k0~5 Hydrologic Reports, including charts, logs, graphs, forms and other media

recording water elevations, discharges, amd other uses associated with

pumping plant operationse

« Destroy when summarized 1n related Project History or when S years old,

whichever is soconers

520 RIVER MANAGEMENT Correspondence and other material regarding management

of water release or withdrawal from riversj predicting flows, determining
and correcting causes of flow depletions, studies of the effects of

regulating flows and other similar matterse
« Destroy when 10 years olde

550m1 Streamgaging Stations and Equipment Correspondence regarding the establishe

ment or location of streamgaging stations and equipment and operation and

. i for maghrng — adafoj /‘CC’CJ"JS
maintenance of thestation and measuring devices.[ A {‘e ﬁ \/jl?s 5% P
Machine - Readable AKecords

¢ Destroy when 10 ymars olde Syffleme“ ﬁ/ Ttem A 5SO- Ij

550-2 Cooperative Measurement of Streamflows Cooperative agreements and related

gorrespondence concerning participation in multi-agency programs for the

measurement of streamflows and other related purposes.

« Destroy 1 year after termination of agreement,
A 550-2. F‘Bmcuﬁqj Water fug_p_/;@s -- See /‘7“'@‘;’""6“/@“{44/3

SO~ L.
Reéal'dﬁ SU/?/D/gwt%/‘/ I?‘lkﬂ/ /4 SEo
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
RIVER MANAGEMENT, continued:

550~3 Reports=—=(sneral Correspordence and other material accumulated in the

preparation, printing and distribution of reports of stream measuring
statisticsj water supply outlooks or situations, forecasts of water
supplies, and cther similar matters.

« Destroy when 3 years olde

p 550-3 . Operatiods Stvdies--see /{'aa%me-ﬂﬁm;fwéf& /j’!"*"”‘*& éj‘;/’f esmedt,

S50~
550=; Water Supply Report, Bureau of Reclamation:

a) October 31 issue, summarizing the irrigation yeare
o Record copy at the Engineering and Research Center. PERMANERT

Offer to MARY when 25 years olde | - 2 'm,/u{s‘. ( ;3 Ca - E‘i‘
cw Sn U reaia ‘1)

( Brr chrone o 41 All
e All other offices, Destroy when 5 years old,

b) All other issuea:

« Destroy on receipt of Octobelf 31 issue.
A 550-H  Rou-ofFF Kecords-- see Aachine-foadable o cords Supplemed,

550-5 Water Supply Reports, other than Bureau of Reclamation. Tlem A SS0- 4,

« Destroy when no longer required for reference,

A sso-5. Stream Flows - - See Mdaﬁ?ae - ﬂea&zélle /@Ce/vfs .S-UPIP/GP};@“:;

550-6 Recorded Data, including forms, charts, graphs and other records of Tfesy A4 SS80- 5~/
stream meagurement, daily gage and river helght, discharges and their
hydraulie characteristics, rating curves and tables, and other
gimilar matterse

« Destroy when 5 years olde

17


mailto:R@Cl.am1tion

Retention and Disposition Imstructions
BUREAU OF RECLAMATION

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS

560 RECORDS RELATING TO INCIDENTAL PHYSICAL FEATURES

General Correspondence concerning structures or facilities at Reclamation

works which serve purposes other than storage and distribution of water
for irrigation purposess Subjects include relocation of transportation
systems at or near Bureau works; provision of water supplies for use in
domestic, industrial, or sanitary systems; studies of floods; conserva=-
tion of fish and wildlife at Bureau works; construction of visitor
facilities; installation and operation of communications systems;
maintenance of navigability of rivers at Burecau worksj reconstruction

of river banks; and similar matterse
o Destroy when 10 years olde

S60=1 Final construction reports for all incidental features, and related data

and correspondences

a) Correspondence and technical data required to assemble, print, and
distribute reportse

e Destroy when 3 years old,e

b) Final Peports:

1) Regional office most affectedy.record-copy related.to-major—types—

of~ghructunres—orfeatunes RRMANERN Offer—te—-NARS-whe B

oldy b{%‘\‘f o oo iy th;u. no Iwﬂer\

r&%utm o refeorence, R16 23
2) All other copies of reports regarding major structures or features ‘/ w

and including all copies of reports regarding minor features or

structuress Destroy when no more than 10 years olde

18



Retention and Disposition Instructions
BUREAU OF RECLAMATION

560=2

560-3

5604

560=5

DESIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS
INCIDENTAL PHYSICAL FEATURE RECORDS, contimued:

Agreements, and related correspordences

a) Relocations involwing land and rights-of-way acquisitions.
« USE Retention and Disposition Instructions 7802

b) Relocations inwlving construction and supply mervices.

e« USE Retention and Disposition Instructions 330.

¢) Transfers of completed iransportation systems (hiéigays and roads) to
Federal or State agencies or providing "extracrdinary maintenance®
of the system for extended periods of time.

« Destroy upon termination of agreement,

d) Providing for water storage and transport through Reclamation facilite
iess

¢ Destroy 1 year after termination of agreement,

e} Cooperative in nature and providing for management of wildlife TEsources,

servicing sanctiaries, and similar purposes.
« Destroy 3 years after termination of agreement.

£) Providing food services at visitor facilities.

e Destroy 2 years after termination of acrreemente

Flood Control Regulations created by the Bureau and other agencies together

with related correspondence,

+ Destroy when superseded or cbsoletes
Flood Reports created by the Buresu or other agenciess

s Destroy when no longer needed for reference,

Domestic and industrial water supply investigations reports and related

correspondence,

¢ Destroy when 10 years olde



Retention and Disposition Imstructions
BUREAU OF RECLAMATION

DESICGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS
INCIDENTAL PHYSICAL FEATURE RECORDS, contimeds

$60«4 Conservation Studies, originated by the Bureau, the Fish and Wildlife Service,

and other conservation groupse
a) Reglonal office most concerned, record copy.
« Destroy when the study is incorporated into a Definite Plan or other

Report, or when 10 years old, whichever is sconers

b) All other copiea

o Destroy when 5 years olde
a7 y ed [ e - See // eline /@Aﬁ(’«l’/@ /@00/}:{'5 Su )6&?3*17’-
/} Sb3-/ /{un:c:/x(/-/' tndvsteind pto supplies :1:’/ aﬁ AN PP y
570 CAMPS AND HEADQUARTERS RECORDS

General Correspondence related to providirg and maintaining office,

gtorage, housing and service facilities at constmuction areas and

other temporary locations.

e Destroy when 10 years old or 1 year after comp or headquarters

area is discontimmed, whichever is sooner,

570~} Final Construction Reports

e Destroy when no longer required for references

570=2 Correspordence and other records related to the layout, constructiom, and

maintenance of facilities at a camp which becomes an independent towne

a) Survey books, plats and other records of land location and layouts
o Diopese-when-no-tonger—required—for-refeeences—
DWS{MS? of accorc?.‘mj 4o TItem Mo~ 1 a.,
b) A1l other records.

+ Transfer to governing body of town within one year of transer of

gite,

570=3 Correspordence relating to provision of educational facilities and services,

housing rentals, and concessionse

e« Destroy 1 year after facilities and services are no longer administered

by the Bureaue


https://RECOP.DS

Retention and Disposition Instructions
BUREAU OF RECLAMATION

570l

5705

580

580w,

5802

5603

DESTIGN, CONSTRUCTION, OPERATION AND MATNTENANCE RECORDS

CAMPS AND HEADQUARTERS RECORDS, contimmeds:

Agreements, including lease or purchase of housing and concession spacee
¢ Destroy 2 years after termination or transfer of administration

to a city authority.

Inquiries about availability of housing and concession privileges;
including unsuccessful bids from concessionaires.

« Destroy when 2 years old,

SOIL AND MOISTURE CONSERVATION RECORDS

General Correspondence Files Correspondence and technical material

promoting or reporting on actual practice of soil and moisture
conservation techniques such as reducing or controlling erosion by
means such az vegetation control, range rehabilitation, improved

methods of irrigstion and similar matterss
« Destroy when 5 years old.

Anmaal or other periodic reports of progress:
a) Record copy, Regiomal office of recorde

o Destroy when 5 years old.
b) All other copies.

o Destroy when 2 years olde

Work papers, computations, program schedules arnd other material accumi-
Jated and used in preparation of ammual or other periodic progress
repor‘bs.

. Destro;t} 6 months after report is issued,

Cooperative Agreements, watershed management and other similar purposes;
reports of findings; and all related correspondence.

o Destroy 3 years after terminatiofs


https://housJ.Dg

Retention and Disposition Instructions
BUREAU OF RECLAMATION

590

5901,

5902

590~3

5904

DESIGN, CONSTRUCTION, OPERATION AND MAINTENANCE RECORDS, contimueds

REPORTS Reports corcerning Reclamation projects, divisions and undts or
activities as an entirety; ranging from investigations or preliminary
project plans through the definite plan, concluding or wrap-up typese (&{‘ﬂ by fr eject, ,%”e“"«”‘&f
cheoit \ogtcu!fcj
a) Record copy, Regional office of recorde

« PERMANENT ‘/Offer 1;9 NARS when 25 years old, P

S - Y cw Fo. r. Aependd o Statve of CenstrecHon

B) All other copiess /’4 7 7 ‘ 7‘/0

« Destroy when no longer required for reference.

Makeup and distribution; correspondence and other material required in
preparation, printing, binding and distribution of reports.

e Destroy when 2 years old,

Corments and reviews of Reclamation Reports
a) Regional office of record

o Destroy when 25 years old.
b) All other offices,

e« Destroy when 10 years olde

Supporting material; correspondence and technical data accumlated during
preparation of reportss

+« Destroy 3 years after issuance of related report,

Progress reports; periedic and concerning construction, opezation and
maintenance of Reclamation activities; such asthe I~29 Construction

Progress Report, summaries of operation and maintenance, and similar,

+« Destroy when 3 years olde

22
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Retention and Disposition Ir  actions ‘
. BUREAY OF RECLAMATION ’

600

600-1

600~3

600,

POVER RECORDS

General Correspondence Filess Correspondence of a fzcilative ard adminio-

trative nature and rolated to Reclamation's goneral pover functicn, its
devclopment and programs, and including informmation relzted to power pro-

grams or developments of other entities both public and privates

¢« Destroy when 5 years olde

Power Development Study Correspondences  Correspondence and cther material

accunmtlaled in the preparation of feasibility and cost studies for develop-
ment of a particular power generating system, or from
a parlicular scurce of erergy (such as hydro-generated, pumped storzge,

solar energy and obhers)e

o Destroy when final or summary report is receeived or when 10 years old,g

whichever is soohnere

Power Developmend Reports, swmary or finale

a) Record copy, office of origin---Pestroy when 10 years old,

b) All other cepies——-Destrcy when 3 years olde

Power Statisticse Periodic listings of powerplanls, lines and other

features includong Federal Power Commission yearbooks and the UPL3IY
14 Y

listings of Reclamation.

« Destroy when supcrseded, obsolete, or when 2 years old; vhichever is

S00NET o

Power Interference Reportse

a) Reports of intorferences, related corrrspondcnce and clearence procedures,

not supperting a litigation~—-Destroy when 3 years olde

b) Reports and related correspondence, supportsng a litigation---USE

Retention and Disposition Instructicn 130-5,

600 Pape 1



Rutention and Dispountion In  actions
PURDAU OF RECLAMATION

% 6005

%

610

620

POWER RECORDS, conlinued:

Headwator Benefits Files. Correspondence and olhor material reogarding the paymeni

to Reclamation for dowmsiream use of impounded walcre

Commissioner's Office and Regional Office of Record--Destroy in

a.
agency R5 years after close of case.

b. All other offices--Destroy in agency 10 years after close of case.

Reserved

POWER SYSTEM STUDIES FIIESe Correspondence and technicsl data related to studies

of power lransmission and regerve reauirements inciuding interconnected systemsy

power pooling, power flows, voltage levels; stabiliby losses, loads and other

factorse Include compuiatlions dala processing, by nelwork analysis, use of
* ) 3

calculating boards, and correspondence or participztion in committee worke

« These records will be transferred to and scheduled by the newly formed

Departnent of Energye

6201  Power Sysiem Reportse Final or summary reports and including similar reports

%

as related to interconnected power systems.

» These records will be transferred to and scheduled by the newly formed

Department of Encrgye

This retentiofmingtruction was occazioned by a precedent~sebling litigation-ketvecn
Reclamation and the Tosdana Power Company corpensating Reclamatlion ferThe release
of ampuunded water at Canyoh~¥crry Dam for use by the Power Cor any in generaling
power at 5 power facilitics downs e By court decwet the maimer of 'settlement
and the compensation were deloerminede

So far this is the only case to beve developed.  Thoes crespondence is ldentificd
by lhe suhjecl codime apd4¥e records are in chronological Order within the foldere
The volume 1s aboud6 inchos,

Beeaws€ of its precedentesebtiing implicabions; the retention value vas sel as
21T TR
UIRIANENRT

600 Page 2
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Relention ond Dispositien Tr ™ -uclions

BUZEAT OF RECLANATION

620~2

630

630-1

630=2

630-3

Power System Studies Tiles, continued:

Pool Account Sheetss Sheets mainlained at Power Operation offices and used to

accountl. for interconnected power disiributione
» These records will be transferred to and scheduled by the newly formed

Department of Energye

SALE OF POWER FILESe Correspordence regarding sale of power, including the

use of preference and allocation systems, and intcrpretations of legislation
or other repulation governing Reclamation power saless

+ These records will be transferred to and scheduled by the newly formed

Department of Energye L Fet Mol ne-resdoble records related do \Hus tew,
¢ e SU?PKWMJ
Tlem A 630

Contract Format Corrcspordencee Correspondence eslablishing or commenting on

the general form and content of power sale agrecmentse
+ These rccords will be transferred to and scheduled by the newly formed

Department of Energye

Sale Agreementse Sales of power produced or marketed by Reclamalion together

with all related correspondence, including negotiationse
o These records will be transferred to and scheduled by the newly formed

Department of Bnergye

Sale Negotistionse Corresvordence relaied to negotistions which do not result

in a sale agreemnent,
o These records will be transferred to and scheduled by the newly formed

Department of Ingrgye

Mlotmentse Corr.spondence regarding the use of allotmwmnbs for the sale or
distrabution of energy, subjccls include application procedures, gllotment
determinataons and sinilar matters.

+« These rccords will be transferred to and scheduled by the newly formed

Department of Energye

600 Page 3
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hebonlion and Disposataon In «tions

BUREAYW OF ECLAKATION

6305

630-6

630~

6309

SALE OF POWER FILES; contimicds

Power Market Siudies Correspondence. Correspondence and data generated in studies

of areas rejuiring energy supplies and consaderabions of cost and demandj power
requirencnts or wmarkeis for speciiic purposes (such as defense activities) and

other saimilar matierss

a)} Record copies will be iransferred to and scheduled by ihe newly formed
Department of Znergy.

b) Reference copies——-Destroy whon 10 years olde

Final or summary reports of Power Uarket Studicuse

a) Record copies will be tronsferred to and scheduled by the newly formed
Department of Bnergye

b) Refsrence copros---Destroy when 10 years olde

Rate Shudies. Correspondence and data generated in debermining rates to be charged
for energy produced at Reclamation facilities and aineluding corples of rate
schedulese

a} Record copies will be ilransferrcd to and scheduled by the newly formed

Department of Energyve

b) Refcrence copies——Desiroy when 3 years olde

Pouer Repayment Studies Filess

a) Correspondence and data (manuzl or data processed) generated in preparation
of the 'Powcr Pepayment Studye-offzce of record--—-Destroy when 10 years olde

%)  Power Repayment Siudy, record copy, office of record---PLRIANENT. Offer to
NARS when 25 years oldo( Arrmqed, 0/7%0/072&51@), J to 2 nifyr

¢) Correspondence and Sludy in all other oifices—lestroy when 3 years olde

Customner Recordse Correspondence and sististical dalo penerated in billing of

power cuslomers, including weber readings or taves, demand charts and obher
recorded power use, and memorandum copics of billing stalementse
o These records will be transferred to and scheduled by the newly formed

Department of Dngirye

600 Page i
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Retention and Disnosation Ir. .uctions
BURLAU O RECLAMATION

SALE OF POVISR P'TILRS, continucds

630-10 Marketing Arrangement Rgcordse

a) Corrcspondence and other meterial related to the sale of Reclamation generated
povier by another agency such as the Department of Encrgye
1) Regional office of record---Destroy when 10 years olde

2) All other offices-—-Destroy when 3 years olde

b) Correspondence and other material related to agrecments for marketing of
Reclamation~-generated energy and transfers of rights-of-way when required

for transrdission of encrgy---Destroy 1 year after termination of agreemento

A 634, Power Billig omd Customer Statemerts—— See  Uoehine Readable Records SUFP\uuevﬁ‘)

610 Reserved Tfem A 3l

650 POWER SYSTEMS, RECORDS OF. Correspondence related to the design, consiruciion

and operations of power systems from the powerplanl to the switchyard, the features
and facilities required, thz feasaibility oif the system, considerations of remote
operation and other similar matterse

a) Regional office of record---Destroy when 10 years olde

b) All other offices——~Destroy when 3 years olde

650-1 Powerplants, Reocords of Dresign and Construction.

a) Correspondence and other material regarding the desipn, construciion,
operation and maintenance of powerplanils, including matters of admimslering
the facility, converting operalions to remole controls, and othcr sinilar
matterse

« Destroy when 5 years olde

b) Records relaoted {o lhe i1nstallaiion and localion of powsrplant equipment such
as generators, turbines, pumps, cranes, hoists, meters and other instruments
and ancluding maintenance and mamufacturer insiruction books, diagrams and
drawings.

e« Destroy when related cquipment is disposede


https://Dis;):::>siti.on

Retention and Disposition Th. wructions
BURTAU OF BECLAMATION

Powerplants, Records of Desiyn and Construciion, continued:

650-1 ¢) Correspondence and data generated in preparazizon of reports of resulits of
foundation invesiigations, geolopical investigations, tailrace (water
elevation related to height of structure) and other matlers of design
and constiuction of powerplinise

s Destroy on receipt of report for which data is collectede

4} Final construction and feature reports; narrative data on construction
with prints of periinent engineerang drowings and designs.
1) Record copy, Regional office of record---PERIANENT, Offer to NARS
when 25 years olde (’4”"4’“7“6 ‘47 newme 0/’]5/“’"7&)‘ [ =R in. when is5ved
(rarely 739:/&;()
2} All other offices---Destroy when ne longer needed as reference,

e) Design Data; narrative and graphic forms.

e Destroy on complebion of constructione

£) Designers Cperating Critera

¢« Destroy when superseded.

g) Envirormental Statements-—-U3E Retention and Disposition Insiruction 120-3,
120~k or 120-5, whichever is applicables

650-2  Trangmission System Pecords.

a) Correspondence and other material regarding design, consiruc ion, and
maintenance of overhead and buried bransmission lines ard related equipment
such as insulators, conductors, etcs
o« These rccords will be transferred to and scheduled by the newly formed

Department of Znergye

b) Maintenance and Inspection records, Environmental Statemenis and other
related materiale
o These records will be transferred to and scheduled by the newly formed

Department of Engreye

S00 Pare 6
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Retention and Disposition I. .uctions
BURSAU OF RECLAMATION

650~

660

660--1.

POWER SYSTEMS, Records of, conlurued:

Switchyards Records.

4) Correspondence regarding design, construction, operation and maintenance
of switchyards and attendent equipment. '
e Destroy when 10 years olde
b) Relay data shcets, mainbenance and installation reportse
o R b AR R e
¢) Pailt curreni data (hand or compuler proccssed) Theom A 323

¢ Destroy as supcrsededa

Substations Records. Correspondence regarding design, constructlon operaticn

and maintenance ol subslations and attendent equipment; including relay datla
sheets, fault current data, and maintenance and installation reporise.
o These records will be transferred to and scheduled by the newly formed

Department of Energye

POWER MATNTEMANCE PROCEDURE FILES. Correspondence or directives establishing

maintenance proccdures for powsr operations and for power equipment, fealures
or facilities such as type and frequency of inspections or tesls, scheduling

repair and mainlenance activities, and also including reintenance requirenments
of regulatory agencies much as Deparbtment of Energy or as required for safety

purposese

« Destroy when the procedure is no longer operative.

Interim Maintenance Reports, Daily, weekly or monthly reports of maintenance

program admimstration and ulilizing forms or narratives such as the publication,

Horthwest Power Pool Notes.®

o Destroy when 3 months olde

600 Page 7
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Retention and Dasposilion T .uctions .
BURFAU OF RUCLAMATION

6502

65603,

6601

POWZR MATNTENANCE PROCLOURES FILES, contimued:

Service Interruptions Reportse Reports of outages, power lead sheddings and

other causes of power service interruption together with analysis of the
cause and other related corrcspondencce
a) Equipment Trouble Reporta (Yorm PCM-12L or equivalent)
« Destroy when related equipment is disposede
b) Operating Error Reports (Form POSM~1T7L or cquivalent)
¢ Destroy when 10 years old in Regional office of record and when
3 years old at all other locationse
¢) A1l other reports.

o Desiroy vwhen 5 years olde

Becording Tnstrument Readingse Graphic and graphic-line charts; oscillograms

and other readings from instruments and meters al the power facility.

o Destroy when 2 years olde

Operaling Iogs. Forms and instrument readings of water elevations, tempera~

tures, and other factors affecting planil operations including data logger sheets

and supporting datas

a) Central Station Log Book---Destroy when plant is retirede

b) Hourly readings, logs or operating reports---Destroy 1 month after.data is
transferred to Central Station Log Booke

¢} Dally readangs of generation and hydraulic data-—-Destroy 3 months after data
is transferred to Central Station Log Booke

d) Weekly sum.aries of meter and instrument readings---Destroy when 3 months olde

e} Nonthly summaries of mobter and insirument readings---Destroy when 1 year olde

£) ALl other veadangs ancluding data logger sheets--~Destroy when appropriate data
is transferred to Central Staticn log Book or when 5 years old, whichever is

SOCNEeYe

600 Page 8
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otention and Dasposition T° *ructions
TUINEAT OF RUCLAMATION »

POWER MAINTENANCE PROCEDURES FILE3, conbimeds
660-5  Station logse Summarics of gencration and plenl maintendance and safety precaulicons

including those rclated {o plants opcraled antomatically or by remote controle

a) Oscillogramg——Destroy when 3 years olde

b) Statements of gencration by individual generaztors, distributions of encrgy to
panps ond similar reports---Destroy when 1 month olde

¢) Records of eqiyment out of service or bteing repaircd--~Destroy when 3 years
olde

&) Performance curves for iurbines and generators, togelher with all related
correspondences
1) Regional office of reocord---Destroy when the turbine or generator is no

longer in Barcau possessione

2) ALl other offices-~-Destroy when 3 years clde

e} Hourly cr other pericd curves such as for load durations, integraied operaw
tions, gensration sialistics, noling plant efficiency and other similer

informatione-Destroy when 3 years olde

660-6  Equipment Histories and Test Reportse Forms and narrative reporis of use, main~

tenance and efficiency, such asrt

e Tosts of olils, insulation materials, meters and Inutrumenise.

o Relay bests of differentzals, distance, overcurrents and cther samilar matlers.

« Inspactions of circuit breckers, governors, pumps,; turbines, molors ,wgeneraitcrs
and similar equipnent.

« Pecords of repairs, overhauls, paintan;, cleaning and other sirilar mallers.

o Destroy when 3 years olde

a) Bsttery Cell Readings~--Destroy all but a current and one preceeding reporte
b) Bushing Pover Facior Test Reports---Destroy all but a current and onc precceding
reporte.

¢) High-Voltsge DC Tnsulalion Test Reports—--Destroy when 6 years olde

600 Page §
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Retentaon and Dispositior slructions .
BURFAU OF RECLAMATTON
POWER MATWTENANCE PROCEDURES FILES, continueds

600~7 System Safcty Proceduress Correspondence regarding the safety precaubions to

be observed al power installalions and the use of markers to idenbify dengerous
areas, conditions or equipmenl.

+« Destroy when superseded or obsoletce

670 DISPATCHING CHNTERS. Correspondence and other malerial regarding design,

.construction, operation and maintenance of dispatching centers for Reclamation
purposes (dispatch of waler) or as shared vith Department of Energy in a
combined water-power dispalch system, includang forms and other records required

to administer the operations of the cenlere

s Destroy when 5 years olde

680 Reserved

690 Reports to Regulatory Agencies Files. Correspondence repgarding reports on pover

generation, mulii~purpose pla:ib operstions and mrscellaneous revenues from powosr
operattions as regquired by requlatory spencies (Department of Inergy); i.e.,
format, reporting periods, transmitials of reports, and cther similar maticers.

o Destroy when § years olde

-

690-1 Reports to the Federal Power Commission. Coples of WAnmual Report of Power

Operations," period and annual power sysiem statements, monthly sististics of
generation, reports of anwal dcliverices—sales and income from energy, monthly
reports (deliveries, income, pover markobing, dlstovacal power sales, duta dnd
rocapitulation of custorier net billings) and reports of outages al transrission

systems and substations, unit service records and all rclated corresponaencee

¢ These records will be transferred o and scheduled by the newly formed

Department of Energye

690-2  Reports to the Department of “nergy

o SF-115 Request for Dasposat Authority will be submitted when the reports

of DOE are determineds
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

LAND RECORDS FILES -

700 Land Laws Correspondence Files. Correspondence and copies of legislation re-

garding land-law and Reclamation land owmership or the multiple use of land
such as in a National Forest, a2 Wildlife Refuge, a Tilderness Area, or for

other similar use,
a.). Destroy when 3 years olde

b). Recreational use—USE Retenmtion and Disposition Instruction 710-2

7001, Designatic;ns of Land to Specific Uses Correspondence and formal or infor-

mal agreements commititing Reclamation-owned lands to 2 specific use or a
miltiple use; or allowing use by Reclamation of public lands in Natiomal
Forests, National Parks, Wilderness Areas, and other similar areas,

« Destroy upon termination of agreement.

700-2 Land Use Planse

o USE Retention and Disposition Instruction-7eh /0.

700-3 Land Owmership Plat Files. Plats (such as Form 7-15lu) and related aperture

card and computer indexes recording Reclamation land-ownership by Section,
Q}}é Township and Range, including records of right-of-way held by Reclamztion.

+ Destroy when no longer required as reference, or when land is no longer
- owned or right-of-way no longer held by Reclamatione

700~y land Holdings Files. Correspondence establishing systems for reporting or

inventorying land holdings of Reclamation; and including the inventories or
1istings of land holdings both manual or data processeds

« Destroy when superseded, obsolete or 3 years old, whichever is sooner.
For dfsyogrh'on of f{ef\&h‘?d puncih ccu-ds) es, &ises, see “the
supplament coverumg maghtne- readable records, Then A 3aa

700 Page 1
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Retention and Disposition Instructions
BUREAU OF RECLAMATTON

LAND RECOFRDS FILES, contimied:

700~%  land Dispositions Files.

a) Correspordence concerning the l-ase, sale or rental of Reclamation land

holdings-——Destroy when 3 years olde

b} Lists of land available for lease, sale or rental; inquiries regardang
availability of land and replies thereto; invitations for bid; accepted

and rejected bids or proposals; and other similar matiers-——-Hestroy when
A yearsolde @1?/& s
!

c) Sale of land transactions; case folders and all related correspondencem—— . o thaw
DT;.«mﬁms CQhCéiuew’t + Swly RS, l'%‘r{} e~ vmoce 4&;,“,44 to,0¢0 ; ,.A Fromsadhl ens priec fo Ju‘\j ac, 19 7?} of mobe&’ e

Beadro peteafivor-spe 3 e,
5 Lrs. ofter nal PRPRoR-: i _

;)Trwsad«‘w svbstqrent b gﬁﬁﬂ:{i‘, ifa?‘fgj of U 10 000 ;{Sﬁgsir;i-%mmsm'ws priet o Suly b, 147Y, of Ya,s0 or lesc,

d) Reportseéy%a‘nd %igézogégi b;fg{ag;e, égfe, gg?}%al s for stated periods

of time~--Destroy whsng years olde Krﬁaf/"r
/

710 LAND USE RECORDS.

a) Correspondence regerdang reservation and development of Peclamation land
fer civic uses such as a park, playground, school, e¢hrch or other similar

purpose-—~Destroy when 3 years olde

b) Land Use/Develcpment Plans; formsl reports of land use resulting from
completion of a Reclamatron project and defaning the reservation and
plan for development of Reclamation land for civic and recreational

purposes---Destroy when superseded or obsoletee

c’) Lend Use/Develapment Plans; supporting correspondence and statistical
data—-Destroy upon publication of the final development plane

T10=1l Tomnsites. Correspondence and other records establishing snd administering
?ﬂﬁ”zﬂ"/ townsites on Reclamation land including survey books, plats and other records
ﬁrrwqe&, Lq royect %'Qrw/moq@r CMW{O imﬂq) .,
fotal Velvme ;.'1 ﬂ'?fjc‘{ i S e fF, ARitfleor he' raciease
@ Records ofF sites What later evelved 1ats cifies, mclvdne :Paqe,Arizcnw ard,

exPEC FE L
Bovider &y Nevada _. PERMANEANT, Offer recorcl copy +¢  AALS
J:\med‘k{'i *?}C Reference copres Moy be tramsferred o the ﬁOUe"””"f‘

- eeed 90 Rege 2 .
awtharity sveceed W0 RS2, (o ownerskeP)
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Retention and Disposition Tnstructions
BUREAU OF RECLAMATION

LAND USE RECORDS, contimued:

710-2 Recreational Use. Correspondence and other maverial regarding the reservation

and development of recrsational areas on Reclamation land, including National
Parks, Forests and Recreation areas, State and local parks. Alsc include
surveys of recreation poteniials and plans for adminisdering s;zch areas while
they remain under the jurisdiction of Reclamataone

« Destroy when 10 years olde

710-3 Transfer of Recreation Area Administration.

a) Agreements or Conzressional documents transferring administration away
from Reclamation perranently, including all related correspondencee-—

Destroy 3 years after date of transfer.

b) Agreements and releted correspondence transferring administration away

from Reclzmation temporarily---Destroy 2 years after terminations

710-l: Facilities and Concessionse

a) Correspondence regarding the development of facilities for camping,
sports, boating, fashing and other activities st recreation areas;
aceomadations such as cabins and mindmum facilities; and concerning
pernits or licsnses allowing privately-owned concessions in the area
or as reguired to regulate or contrsl the use of facilities within the

area~—Destroy when 5 years olde

700 Pzge 3
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Retention and Disposation Instructions
BUREAU OF RECLAMATION

LAND USE RECORDS

710~y Facilities and Concessions, contirmeds

710-5

720

7

q

>

b)

c)

Concession agreememnts, permits, licenses and other material allowing private
businesses to operate within 2 Reclamation recreavion zrea or as issued to
1imit or regulate the use of an areas facilitiss---Destroy 2 years after

terminatione

Unsuccessful applications for operation of concessions, permits, licenses
and including lasts of concessions granted and other similar material——-

Destroy when 2 years olde

Tourist Accomodatlionse Correspordence and other material as required to manage

tourist traffic, or establish and administer visiting hours, tours, provide for

self-guided wours and to maintain comfort areas, lost and found services and

other similar conveniencese

Destroy when 2 years old,

LANDs WITHDRAWAL AND RESTORATIONS.

a)

b)

,17

Correspondence regarding procedures and data required to secure withdrawal
of public land for Reclamation purposes and to restore the land to public
entry when no longer required—- PERMAMENT, Offer 4o MARS )

ofer completien of the withdvewal or restoraticw.
Arr chronclog'(cu\\\é, Co. a_“/\,‘r,
Official notice of withdrawal or restoration-—Destroy when no longer needed

for references

Plats defining locatvion and description of land withdrawm or restored with
citation to the withdrawal or restoraztion ortter——Destroy when no longer

needed for referencee

700 Page L
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Retention and Disposition Instructions

U ———

BUREAU OF RECLAMATION

7201

730

730-1

LAND; WITHDRAWALS AND BESTORATICNS, contimued:

Applications for Land Use Files. Applications and supporting papers recexved

by the Bureau of land Managememt and referred to Reclamation to determine

Reclamationt's interest in the land:

a) Applications involving land in which Reclamation has no intereste—

" Destroy when 1 year olde

b) Applications anvolvang land either withdrawn or being considered for
withdrawal for Reclamation purposes in the office most affected--Destroy

1 year after denial of the application or its terminatione

LAND ENTRY AND SETTLEMENI RECOEDSe Correspondence facilitating or adminis-

trating programs which open Reclamation lands (withdrawn from public entry)
to such purposes as settlement, homesteading, stock raising, mineral location

and other use,

« Destroy when § years old,

Entry and Settlement Procedures. Correspondence, legislation or other material

commitiing, interpreting or permititing Reclamation to open land for setilement
or other purposes and defining the means by which the entry or settlement wall
B

>
be accomplished (lottery, application, to Veteran's, etce)

, e - - e

a. - Commissioner's Office--Destroy in agency 25 years after opening of land.

b. All other offices--Destroy in agency 5 years after opening of land.

700 Page 5



Retention and Disposition Instructions
BUREAU OF RECLAMATION

730-2

730-3

730-4
A

730-6

LAND ENTRY AND SETTLEMENT RECORDS, contimieds:

Iand Openings Filege Correspondence, forms and other records required to ad-

minister and accomplish a land openmangj; such as announcements, lists of lands

to be opened, statements of qualifications requirements and zpplication pro-
cedures, mailing lists, requests for information and responses thereto, establish-
ing examining or review boards and their funcitions, handling appeals, providing
financial or other aswistance, and other similar material.

¢ Destroy 1 year after comclusion of the entry or settlement programe

Reclamation Proffke Correspondence or documents requared to prepare final

homestead proofs, cancel entries or record exchanges of lande

« Destroy 3 years after conclusion of the entry or setilement program.

Entry or Settlement Application Case Files:

a) Successful application files——Destroy 1 year after patent is issueds

b) Unsuuessful application files——Destroy 1 year after the close of the
entry or settlement programe

¢} Farm unit sales, full or part time---Destroy & years after title is transe

ferred to the entryman or homesteader,

Mineral Iocation Entries Case Filess

a) Applications rejected by Bureau of Land Management-—Destroy 1 year after

rejections

b) Applications resulting in revocation of a Reclamation land withdrawale——

Destroy when 5 years olde

700 Page 6
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Retention and Disposition Instructions
BUREAU OF HECLAMATION

740

740-1

THo- A .

7

-1

LAND HECORDS FILES, conbinueds

LAND CLASSIFICATION FILES. Correspordence and other material accumilated duraing

a land classification survey, Subjec'c.s include establashaing the standards for the
survey, methods for soil and water testing; use of photography, planimebering and
other survey methods and utilizing computer or other means for tabulation and
appraisal of the data collected.

« Destroy wien 3 years om'i for Ohs;f‘jb;;\?ﬂ o~ related ‘mnm Cﬁ? b Azaa
MQ,S s e se8 g S @M covering Mo Clhhing-re e feco .

For Yhe - bte reeords re\ﬁg& Yo Wet's :W}%sce Svpplement ;@qo] %

land Classification Reports. Reports summarizing land classification surveys/

when not issued as an appendix or part of a Defimite Plan or other similar reporbl[\%r rmachine-
tesdable fecords felated do Mas Hew, see Supplement, emaris -1 1

a) Regionl office of record-—Destroy when superseded or obsolete.
b) All other offices--Destroy when no longer needed as reference or when 3 years

old, whichever is sooners

¢} Land Certification Reports—-USE Retention and Disposition Imstructions Th3~1

Rerad phoformeaps. Protks % whicle elaseiFicofin Am‘z& is Fosfep{ are ynek, ipargins - c’ff:raffﬂ

Mi}}re of , 5¢ e Pef:m/yhefv?, Offer o M4Rs wi X M{;@@ o ”?g;{;;;a imh’i 4755”‘”;/(/ 2y
¢ 1Y 5 ier. [ " [} 4 -

148 o188 Tms s Slans T 16 0 € U rep e A e Ll iae "G el fom e ] oidre d?g’;a{/{ ’

enforcement of the legislated limitation of Reclamation water distribution to F}n” va/ inereas 4 \
mintmal, iF ony

160 acres of land an one ownershipa
¢ Destroy when 10 years olde

Notes: Policy would be contained in Federal Reclamation Laws and interpretation
or promulgation via Reclamation Instructionse

A
ie ] }&"L‘M)an
es{’ﬁblushirg Prm’,{gﬁ),‘lg‘z?gﬁm iag io;"

Exces® lands Filess Correspondence and other materml)&?egeeé-sﬁg furnishing of

water to lands an excess of 160 acres, or otherwise providing relief from that

limtation. ( Arr. b@' SUE:\&C‘J‘L/ Ghereunder cP/\thO\aﬂ;caﬁq)

a) Commissioner's office—~—-PERMANENT. Offer to NARS vwhen 25 years old. é in. Qupr%l H
Bureeaul . Volume
oy decrease

in Future , disappear

altoqelfer £ Vreadd
700- Page 7 is vjo%wqer allowed

b) All other locations-—Destroy when 5 years olds

# Currently "under fire® from Carter Adminisiration; there may be correspondence or Yo Furmish  wader
legislation banning or prohibiting furrishing water to lands in excess of 160 acress ‘o exfess

femds


https://o.\-\-o~11,{.fi.er
https://Yll\1J1}rl1.t1
https://111cret1.re
https://pho+oinu.es
mailto:t'et.r/l@r
https://tV"OtJ,'l.cf
https://re.lo.fe

Retention and Disposition Instructaons
BUREAU OF RECLAMATION .

LAND RECORDS FILES
land Holding Limitations Files, combtimued:

Thl-2 Excess Land Agreements:

a) Correspondence regarding format and content of agreements by which water

is furnished to land in excess of 160 acres——-Destroy when 5 years olde

b) Case files consisting of the agreemernt, appraisal reports and related

correspondence~——Destroy 6 years after termination of agreements

Th1-3 Reporbs of excess lands, wabter furnished such lands and listings of related
agreerents,.

s+ Destroy when 5 years olde

742 Reserved

743 Irrigable Areas Filess Correspondence incidental to the establishment of those
where
project land areas werwe~best utilization of irrigation water is anticipated; or

to establishment of the ultimate irrigzsble acreage development of the projeck,
and ancluding such matters ab studies for exbterdang irrigable area boundaries,
inspecting lands for suitabilaby for retention in the irrigable area;

re-establishing area boundariesg and considerations of objections to inclusion

or exclusion of land and other related material, Documentation of the arrigable

area and its classes of land (suitabality for irragation) is contained in either
M

the Iand Certification Report or the Land Classification Map and the Irrigable

Area maps related to the Projecte [F"r MM/L‘:‘"Q 'Fwogmfoie rQQOP&% rel aﬁe& s \SAAKS
1 ; $ee S’U??‘E’/{A«%‘{') ~ e B‘(*{S j
e Destroy when 10 years olde

700 Page 8
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Retention and Disposation Instructions
BUREAU OF HECLAMATION

Th3-2

32

Th3~3

TL3=h

a> Conformed copy, Commissioner's office——PERMANENT—Offer—bo-ARS when 25

LAND HOLDINGS FILES
Irrigable Area Files, continueds:

Certification Reports or Documentatione Thes report, wmae-or other document which

has been certified as listing a Project's lands which comprise the irrigable area
and designate the land classafication assigned to those areas, together with all
related correspondence. Note: The original document of certification remaing

on file with the United States Senate with conformed copies being provided to the

Secretary of the Interior and the Bureau of Reclamations

Destrey

years old. "I;I

))) A1l other copiles---Destroy when no longer required for references

Administrative records created during certification of lands such as routine
letters of transmttal, requests for information amd replies thereto, statistical
reports or information such as volume of water delivered, acreages in the irrigable

area, inclusion or exclusion recommendations, and other similar matters.

« Destroy when 2 years old.

Water Allotment Agreementse Agreements, with related correspondence, providing for

release of a water allotment to substitute land in an irrigable area when the
original land has become unsuitable for irrigation.

+ Destroy 1 year after termination of agreemente

Legal Approvals of Irrigable Areass Correspondence, petitions, notices of public

hearings, transcripts of public hearings, and other material preparatory to securing

approval of irrigable areas through Court proceedings.

a) Regionmal office of record—Destroy 5 years after land certification has been
approvede
b) 411 other offices~--Destroy when no longer recuired for reference or when 5 years

0ld, whichever is sooners

700 Page 9
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Retention and Dasposaition Instructions
BURZAU OF RECLAMATION

750

750-1

750-2

7503

LAND RECORDS FILES, contirmeds

FARM UNIT RECORDSe Correspordence regarding preparation, review, approval and

administration of farm units; subjects include determination of wrrigation
blocks, adjusting boundares, inspecting damages from various causes, and the

adjudication of complaints and replies to inquiraes regarding the umdbse

» Destroy when 10 years olde

Water Deliveries Correspondence, Correspondence regarding provisaon of special

deliveries of water to farm units ubilizang umsual types of irragation or
sprinkler systems, including notices to repaying entities of waler delavered
and payment proceduresi periodic reports of water delavered to farm uwnats,
and other similar matvterse

« Destroy when 2 years olde

Farm Unit Extension Recordse

a) Correspordence and data supporting requests to extend the number of farm
units of a Reclamation project, recommendations for financing of facilities
required to delaver water to the units, and other similar matters-—Destroy

when 10 years olde

b} Agreements providing water to extended farm funits or financial assistance
for delivery facilities, and all related corresvondence-—Destroy 1 year

after termination or repayment of the loan, whichever is applicableo

Land Exchange Recordse

a) Correspondernce regading exchanzes of farm umts and their accorpanying water
rights, exchanges of public land for private land and similar matberses
Destroy when 10 years olde

b) Exchange agreements ard 21l related cormesporndence---Destroy 1 year after

termination of agreemente

700 Page 10
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Retention and Dispositron Instructicns
BUREAU OF RECLAMATION

750k

760

770

770-1

770-2

TTOm3

LAND RECORDS FILIS
FARM UNITS RECORDS, combinued:

Development Farms Recordse Correspondence regarding establishment and adminis-

tration of farm units to be used to demonstrate proper irrigation and famrm
management techniques; cooperative agreements waith Colleges or Universities to
manage the unitsy and correspondence arranging for tours, visits and special
demonstrations as well as periodical reports of accomplishmentse

« Destroy when 5 years olde

Reserved

SPECIAL USE RECORDSe Correspondence regarding uses of land whach require a

permissive authoriby such as a lease, license or permits Subject include
determinaticns of legality of land uses, regulations governing use, providing
special arrangements for a use (such as delsying construction pending an

archeclogical investigation), evaluations of effects of use on the lande
o Destroy when 5 years olde

Use eements (leases, licenses, permits) and all related correspondence.

« Destroy one year after termination, noting exceptions listed below:

a) Federal Power Permits which do not interfere with Reclamation activities.
« Destroy when 3 years old.

b) Pederal Power Permits affecting Reclamation activities.

e« Destroy 1 year after terminations

Right—of-way applications allowed by Reclamation over its lands.

« Destroy 1 year after termination.

Lists and permodic reports of leases, licenses, permits and other land use allow-
ances 1n force; requests for information and replies thereto, and other similar
materiale

« Destroy when 1 year olds

700  Page 1L



Retention and Dasposition Instructions
BUREAU OF RECLAMATTON

T80

LAND ACQUISTTION RECORDS.

a)

b)

c)

Correspondence regarding the methods of land acquisition, such as by contract
negotiation, by doration, by easement, use of Canal Act, thru corndemnation
proceedings, or other meansy appraisal procedures; containing legal opinions;
and including acquisition procedures for relocation purposes {such as reloca-
tion of a highway, a railroad, or cther systems)e

« Destroy when 5 years olde

Correspondence and progress reports of land acquisition actions, estimates of
land to be acquired, interpretation of legislation affectuing Reclamation

acquisitions, bulk transmttals or appraisals and agreements for legal reviews
or court proceedings (condemnations) and other similar administrative matterses

o Destroy when 3 years olde

Correspondence regarding payment of expenses related to land acgquisition such
as in moving farmlies or irprovements from the land, damsges to crops, the
purchase of improvements: and including appraisal procedures related to those
actionse Note: Payment of additional expenses to particular landouners are
a part of the acquisition case folder (See Item 780~1, below) and assume the
same retention value as the case folders

« Destroy when 5 years olde

700 Page 12



Retention and Dasposition Instruction
BUREAU OF RECLAMATION

LAND ACQUISITION RECORDS, contimueds

780~1 Land Acquisition Agreements Case Files.

@ 7‘5 Office of Rascorde Original title daba, correspondence of negotiation and

formal or informal riders appended to the acquisation agreement and all
other related material. A1l types of land acquisition are included

vhether by purchase, donation, reserved right-of=uay, for relocation pdrpeses,ur fer cbycther means

1) Papers for property acquired prior to 1/1/1921--Submit SF 115 '
ftequest Tor Records Disposition Authority

2) Papers for propertyv acquired since 1/1/1921, other than ab-
stract or certificate of title~Destroy 10 vears after uncon-
ditional sale or release by the Govermment of econditions,
mortgages, or other liens

3) Abstract or cempiificate of title--Transfer to purchaser after
unconditional sale or release by the Covhe of all restrictions gnd liens,

b) All other offices - Destroy | Yeae afier seflement or Foral payyment
780-~2 Temporary permits or agreements allowing entry or crossing of private land

to perform drilling, surveywing or cother purposesa

. Destroy 6 months after termination of use or entrys

A 780-3 kmp(, Deseriptons
ATs0-4 Real Fre ﬁfmersftrP\‘— 0{36} - See S‘//’/’/e&n%‘f -Lfe"‘"‘Lﬂ‘?g‘a ‘?
AT80-5 pand ca»ct Letrieval A 780 - ‘/ and /3'7367 S, For

790 REPORIS: ma/cmne readable tee L@roiﬂ

7%4@- —3 a) Status of land Reporte Computer generated report showing status of lands
at Reclzmation projects; the cmount of land withdrawn and acquirsd in

acres and listed by settlement povential and by counties within Statese

« Destroy when 2 years old,

b) Anrmual timber utilization report and related correspondence,

s Destroy when 2 years olds
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

800 ECONOMICS REQORDS

General Correspondence Files Correspondence concerning methods of

economic analysis and census-type data gathered in the analysis or
prediction of benefits or contributions of Reclamation activities
to the econcmy and particularly the impact of development of irri-
gation, conservation of water resources and related purposes in

project, regional or other areas.

« Destroy when 10 years old,

800-1. Final and sumary reports:
%
oy —kF-other-t6Ti68.
+ Destroy when no longer requi.reé for reference,
8002 Work amd computation sheets; census data and other forms or summaries

of statistics for use in preparation of economic analyses or benefit
studies; including punch cards and ainterim printouts of data processed

by corputer. o othed J,wx"’us
cwsu‘:g}:‘ «\5 ot *
¢ Dest 1 year after issunance of relmted report
punch Cards) + Aises  See Whe sy
machine- rea afoe vécords 1*% A 3&9'
Economic Ml%ses -
810 A HI® 800 -sexies—of-instructions Ser—%heee—-reee@ée—
’ e .
Cost ollueation Correspondence - .
820 A -!:EE-BO series—ef-ingtruction for these records,
€

For d‘$€05‘l‘§'tén o€ relaked

e/r{nS

[‘}820 Mmo/llf‘n'e'{‘e,mfa.i’/e fec*w‘ofs fe/'od@l Yo Cos¥ aund,
bemebrts  svdlies —— ¢cop SUfp/éwz&w// Ttem R8R0a,b ¢
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

ECONOMICS RECORDS, contimted:

830 PROJECT COST REPAYMENT RECORDS

General Correspondence Files Correspondence regarding the concept

of repayment of Reclamation construction costs, the standards for
repayment, the many plans for repayment tailored to individual
project circumstances; ard adjusting repayment obligations to
meet changing economic conditlions; determining or adjusting of
interest rates, ard other general discussions of project costs

and repaymente

« Destroy when 20 years olde

relofect o sewr"nj Conjfessmfz&/
8301 Congressional Approval or Authorization. Correspondence regerdirg-

{Puslic L&ws) We'@zhj of ::\ug'm rizi nf)

z noecdures—requiring authorization
mes_,
% pa-r%ieh&éfaﬂa the amendment of previous legislation

) affecting repayment actionsj also co Wcsz& W;Jr’&ﬂ?reﬁ Yhese cothorTzations .
(Areby Project. Moximom z,iemlq tnerease s lew. ?-\'}3

a) Cormissioner's offices PERMANENT Offer to NARS when 25 years olde

b) A1l other offices. Destroy when 10 years old,

8302 Repayment Contract Correspondence regarding format and approval pro-

cedures, confirmation proceedings, routine reports of multiple contract
negotiations, determination of assessgment rates, handling payments,
and preparation and issuance of public notices of repasyment charges

and other related matterse

e Destroy when 10 years old.

AZ3]  Maskne - readable records celafog 4o water
QJ]U{MWL*‘S -~ See SUFPlQ’W\% .l‘k‘lfl’b

A 83‘a)b
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Proposed 0 a

Retention and Disposition Imstructions
BUREAU OF RECLAMATION

Records related to possible ¢laims and demands by or against the Covernment or to its accounts.

832 Repayment Contract Case Files

e Reclamation project costs for the purpose of irrigation, power and municipal and
industrial water supply should be repaid in full, This philosophy is expressed
in the Federal Reclamation Laws enacted since the original Reclamation Act of
June 17, 1902, Some costs, however, have been authorized as non-reimbursable;
these are for the functions of recreation, fish and wildlife conservation,

flood control and navigations

Prevailing policy is to secure repayment contracts before initiation of constructe
ione Each repayment contract is a specialized document; the schedule of anmual
construction charges written in & mmber of marmers and the oversll payment plan
tailored to the circumstances related to the individual project.

The publication, “Hepayment of Reclamation Projectt, of the Bureau of Reclamation,
dated 1972, contains detailed information on the repayment function and the many

varieties of repayment plans existing within that functione

Original contract, amendments and supplements, together with correspondence of
negotiation and administration; including such matters as allotment of water,
establishment of official bourdaries, conduct of confirmation proceedings, the
inclusion or exclusion of lands, and other mattera affecting the repayment of

project construction charges,

a) Regional office of record e Destroy 10 years after fulfillmemt of the

repayment obligation, or termunation or cancellation of the agreemente

b) A1l other offices = Destroy when 5 years old.

LFor wachine-~ eadebile ceconde vedatedl Yo s 43"*
S Sep plement THewe 4 ¥34,



See; e&i"‘ﬁ
Pre et

Retention and Disposition Instructions
BUREAU OF RECLAMATION

832

8321

832.2

ECONOMICS BRECORDS
PROJECT COST REPAYMENT RECORDS, continued:

Repayment Combract Case Files Original contract, amendsfents and supplements

thereto together with correspondence of negotiatic administration;

ircluding such subjects as allotment of water, fstablishment of official

bourndaries, conduct of confirmation proce s, inclusion or exclusion of dg
i For Mﬁm readdable ceco
land, and other similar matters affecidng the contract. r_ fod o P s it 5
,,wéc.-g;;.'—-a—— see 5‘”?9‘”‘%’;
2) Regional office of record. Tlem A% 3 343

« Destroy’when 5 years old.

Housekeeping records such as correspondence regarding provision of accounting

and office services, establishing billing and collection proceduresy lists of
responsible officialg; estimates of costs for repair and maintenance work;
drafting payment notices to water users; making water allocations; referral
of letters of complaint or comment to proper authorities, and other similar

matters.

a) Reglonal office of record.
e Destroy when 10 years oclde
b) All other offices,

e Destroy when 5 years olde

Houtine transmittals of periodic reports, agreements, amendments, resolutions,
water delivery notices; memorandum coples of payment or collection documents,
arrangenents for viskts and tours, progress notes or reports of activities,

and other gimilar matterse

+ Destroy when 3 years old,
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Retention and Dispesition Instruction
BUREAU OF RECLAMATION Revised July 1978

Records related to pcssible claims and demands by or arainst the Govermment or to its accountss

833

833-1

Power Reverue Interests

Correspondence concermrng the acquisition of individual's interests in power
revermes arising from the operation or use of power facilities constructed as a
part of a Reclamation project; when those indivaduals hold a prior water right
on the rivere Current practice provides that such indivaduals whose lands are
not included within the boundayies of a project irrigation district may apply
the power interest (as computed) as a eredit to the water users obligation to
the United States for construction charges related to the project, and secure
a water right for project water. The agreemermt terminates when the difference
between the amount credited for the power interest and the amount determined to
be the construction charge is met by the individuals Thereafter, only an

operation and maintenance charge is due from the individuale

« Destroy when 10 years olde

Individual Agreements for Aoquisition of Power Interests and all related

correspondences

o Destroy 6 years after termination or cancellation.

17



Retention and Disposition Instructions
BUREAD CF RECLAMATION

ECONOMICS RECORDS
PROJECT COST REPAYMENT RECORDS, contimueds

833 Prior Rights to Waters Correspondence regardin rmghing irrigation

water to farm unit's with prior water rig but who are not furnished

égée Cac‘ieiﬁ water by the repaying entity for the ject}axxi including the acquisi=-
3

A% tion of interests in power revemies when involved in the prior right.

« Destroy when 10 years

8331 Agreements providing for sale of wx to holders of prior righits and
0, &‘Aacquisition of power reveme erestsy together with all related
et e
{ \"V‘\ correspondenceas

« Destroy 1 year er termination or cancellations

83k Joan Programs Correspondence regarding Reclamation's administrative
responsibilities in certain Federal loan programs ard containing the
guidelines goverrung the program, establishing qualifications for
securing loans, prepation of loan applications, deteralning method and

rate of repsyment, and providing for audit of the transaction.
o Destroy when 10 years old,

8341 Loan Tramsactions Case Files,.

« Destroy 3 years after repayment of the loane

8ho SALES OF WATER Correspondence regarding the sale of surplus waters, marketing
water from nom-Reclamation sources, sales for municipal and imdustrial use,
trades or exchanges of water and matiers concerned with contract proeedures,
format, legal reviews, providing delivery or diversion poimts and other

similar matters,
¢ Destroy when 10 years old,

8L0=1 Agreements; sales of surplus water and all related correspondence.

¢ Destroy 1 year after termination of agreement.
0-3. Fer maekine - able vecords relaked Le;
R 4074 ook 'mdus*rr"gwwa’rer rere?rablmwa/x&eﬁvhy%\:m ‘ﬁé}f !
Supplemmentt | ot AgHO- 2
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

870 WATER RIGHTS RECORDS

General Correspomdence Files Correspondence relating to securing or

establishing rights to water for use on Reclamation projects, and as
re uired to ensure compliance to State laws governing the acquisition

or appropriation of water within the States
« Destroy when 25 years old

870-1 Acquisitions of Water Rights or Righbs to Use.

a) Applications for appropriation of water from a State together
with records of filing, flow reports, proofs of use, petitions
to change points of diversion and other related matterse
+ Destroy when no longer required for reference or when appro-

priation is relinquished by Rgclamation.

b) Agreements with Private Parties. Agreement and related corres—
pondences,
o Destroy when right is relinquished by Reclamatione

8702 Settlement of Water Rights or Rights to Use

a) Correspondence related to the settlement of rights to direct or
return flows and use of seepage and waste waters; the effects of
prior water storage or use on a downstream power or pumping
facility; amd the effects of grourdsater pumping and weather
modification on water supplies and ownership of rights to those

waterse

» Destroy when 10 years olde

b) Subordination agreements and all related correspondences

» Destroy 1 year after termination or cancellation.

¢) Inmterference studies (historical flows and similar data} supporting
recommendations included in a subordination agreemente

« Destroy 1 year after termination of relsted agreement,



Retention and Disposition Instructions
BUREAIT OF RECLAMATION

8702

870-3

WATER RIGHTS RECORDS

Settlement of Water Rights or Rights to Use, contimuieds:

d)

e)

£)

g)

h)

Interference studies in instances where an agreement does not emerge.
« Destroy when 10 years olde

Data processed portions of an interference studies; il.e., the punch
cards, program sheets, tapes, dises, transit cards and transmittal
recordse

« Bestroy-whem—t—yenrolds
Seo supplemert cover .’,Lj vneedivie - reccdable recorch S)':L-Him 93529,

Litigation or Adjudications proceedings at which Reclamation serves
as a witnesss

« Destroy 5 years after termination of proceedingss

Litigations involving waters in which Reclamation has a right or an

interest in securing a righte (ofFice of
¢ So ‘f (741,;*
1) Regional office of recox:'c‘l;/"L W s sBice
Deghm.{ whew J5 fears gld. oF recerd
Yeors-olbdy “ for “'HSA"na'n)

2) A1l other officed. Destroy when 3 years olde

Compacts ox Treaties. Correspondence containing Reclamation comment
or review of provisions of compacts or treaties affecting Reclamation
activities or use of water and including data on histordcal flows

provided by Reclamation to support its recommendataionse
=

« Destroy 3 years after compact is either enacted or rejecteds

Compact Commissione Correspordence regarding Heclamation cooperation or

participation in compact requirements affecting Reclamation distribution

or storage of wmater; furnishing information on flows or other statistics;

including periodic reports of the operations of the Compact Commission,

and other similar materiale.

- Destroy whew & yerrs o\d.


https://contain::.ng

Retention and Disposation Instructions
BUREAU OF RECLAMATION

WATER RIGHTS, contirued:

870wl

A s1i-1.
880

890

Transfers of Water Rights Correspondence related to the transfer of

rights to water between tracts of land, between reservoirs, and for

other purposes.
s Destroy when no longer required for reference or when transfer
agreement terminatese

Groundwater hreuse Mouagement Programe -~ see Mackine —
Reserved Readable Records Supplement, THesn A g7|- /

Reserved



Retention and Disposition Instructions
BUREAU OF RECLAMATION

900 PERSONNEL RECORDS

‘9 General Administrative Racords Corresporxience, reports, publications

and other material relating to the general administration and operation

of personnel programs and services, and the media by which administra=-

tive requirements are disseminatede

Destroy when 3 years olde

Reclamation Instructions, Series 310; USE Retention and Disposition
Instractions 100=k

Federal Personnel M¥amal; USE Retention and Disposition Inmstructions
100-5

900=-1 Records of distributions for magazine and other similar type material,

Destroy whan 6 months olde

902 Personnel Records Systems

a)

b)

c)

d)

e)

£)

Correspondence concerning systems of filing or maintenance as
related to personnel records and safeguarding as requireds

e« Destroy when 3 years olde

Correspondence regarding access or denial of access to persomnel
records under Freedom of Information or Privacy Actss

o Destroy when S years olds

Investigative records; signed SF=-85 or SF-85 or equivalent form
and related correspordences

e« Include with righteside material, Officiat Personnel Folder.

Investigative Files (SEE FPM 736-13 5-24)

e Return to Civil Service Commission on s paration of employee.

Confidential Flles

o Destroy when 3 years olde

Personnel Folder; enrollees of participants in National Programs
of youth conservation such as Job Corps, Youth Conservation Corps
and similar.

« USE instructions of National Agency administering program.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS

Persommel. Records Systems, contimed:

Felisl 8

Are- by nome - (o | Z%\jg’ (ommissionecs + other top oFFicials of Yhe 6?% —
. data ncet N A'
g) Bio-%rggﬁl::]s.‘g:ias‘oOFﬁua e@-)\?)fﬁc& of M%o, jﬁﬁwé‘g{’ ( Fp{o‘.g ot O\UE 1?& za\olS.

. G(%r % NARS whu\ \0 ygoss dld
h) Othe? ;:géﬁérrgtfﬁgj%mgésggﬁg gg?\lcgl %’%}\s er:ne QF% \e& G:r reference ’
Service Record Cards, Chromological Files (SP-S0's), Duplicate

perscnnel documentation and similar,

o USE General Records Schedule 1; Ttems 1, 2, 1k, 18 and others 1s
appropriates

A’ ?GQ"/ HMachine Lecdabfe records m{é{e/viz 2 é/fcw/ A&f(?rﬂbs gycésgm'j

903

S0k

Personnel maits -0 VP T Ao 2~

a) Correspondence arranging or required to accomplish inspections,
surveys or audits of persornnel functionsg and including routine
transmittals, work papers and preliminary evaluationse
« Destroy when 3 years olde

b} Final reports of audits, bureau-wide in scope, Commissionerts office.
« Destroy when 5 years olde

¢) Fimal reports of audits, local in scope, office of record.

« Destroy when 3 years olde

d) All other copiess

+ Destroy when 1 year olde

Non-Federal Bducation, Pmployment and Training

a) Correspordence and promotional material announcing or soldciting
cardidates for non-federally sponsored educaticn, employment and
training.

o Destroy when 6 months olde

b) Documentation of non-federal training or education in Official
Personnel Folders, when of benefit to career.

e USE General Records Scheduls 1, Item 1

¢) Documentation of non-federal training or education; non~career
relateds

« USE Gt)aneral Records Schedule 1, Ttem 10 (Temporary Individual
files



Retenmtion and Disposition Instructions
BUREAU OF RECLAMATION

PERSOWNEL RECORDS, contimied:z
905 Personnel, Forms
a) Correspondence regarding preparation and use of personnel forms,
including their revision and other related mabters.
« Destroy when 1 year old,
b) Case folders, Bureau ard local persormel oriented forms.
+ USE Retention and Disposition Instructions 1l0=7 and 1L0-8 as
appropriate,
910 ORGANIZATION
a) Correspondence, reports and other material regarding organization
or reorganization of the Bxecutive Branch of the Federal Coverrment
particularly as related to the Department of the Interior and its
authorities affecting the Bureau of Reclamatione

« Destroy when 3 years olde

b) Bureau of Reclamation; correspondence, reports and other material
regarding organization/re-organization; delegations of authority
from the Department of the Interior; centralization or decentralization
of activities; establishment or discontimuance of offices, organization
charts and other similar matters.

1) Reclamation-wide in scope, records of the Commissicnerts office, ( Af(, l: namg
of oFFie,

Ct- Va [P ﬁ/qp)

« PERMANENT Offer to NARS when 10 years olde

2) Internal organization of the Engineering and Research Centers
records of the E&R Center,

Desfeayy whew (O yrs old-

o rinyre - & &

3) Internal organization of Regional Offices and their satallite
field locations; l.ess authorities of the Regional office and
their extension or delegation to field locations, establishment
or discontimuance of field offices, centralization or decentraliza-

tion of activities, and other similar matterse

IOASANDTN

o 0
v

Q@g’twa( ?j?ff& ot recrd -—*Des&au,i whew [0
)49,:11 other officess 1o ©

s Destroy when 3 years olds

ELIAL)

Simesns

a
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL HECORDSs contimied
920 STAFFING

a) Correspondence regarding personnel requirements and staffing
limitations; position management (establishment and xdentification
of positions and assigrments of duties or responsibilities); and
including periodic reports of staffing requirements, reports of
compliance with personnel ceilings, and other similar matters.
o Destroy when 2 years oclde

b) Key Positions, correspondence regarding f£illing positions whach
require approval of the Secretary of the Interior, the Civil
Service Commission or the Commissioner, Bureau: of Reclamation.
« Destroy when 3 years olde

¢) Specific approvals of employees for key positions,
« Destroy when superseded or rescinded.

d) Vacancy notices and employment forecastss record copies,

« Destroy when 2 years old,.

930 EMPLOYMENT

a) Correspondence regarding employment through examination, reinstatement,
under merit systems or by other means, special employment consaiderations
{consultants and experts in technical fields), re=employment rights,
employment in ungraded or unclassified type positions or placement of
the handicapped; types of employment {career or carees-conditional),
Congressional or Presidential appointments; probabationary work
periods and other similar matters.
o Destroy when 2 years olde

b) Correspondence and other material regarding employment preference for
veterans; employment rights while on military duty, deferment or
exemption of employees from military duty, amd other similar matters.

» Destroy when 3 years olde



Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
EMPIOYMENT, contimieds

930 ¢) Selection and Recruitment, correspondence regarding selection or

recruitment of employees from certificates of eligibles, thr
Civil Service Examining Boards, and from programs of recruitment
in Colleges, Universities and similar institutionsj including
certificates of eligibles and correspondence administering or
operating recruitment programse.
¢ Destroy when 2 years olde

d) Examinations, correspondence regarding preparation and distribution
of examination announcements and administration and operation of
examining programs and selection of employees from such programse.
« Destroy when 6 months old or 6 months after close of examination,

e) Employment Progress Reports such as reports of hirings, progress in

recruiting or filling positions, personnel returning to positions
from military services and other similar matters,
» Destroy when 1 year olde

933 Bmployment Qualificationsg, correspondence regarding umusual qualifications
reguired for certain types of employment such as particular skills,
i

education, experience, fitness for duty in such occupations as Lineman,

Driller, Scuba Diver, and other related matterse
« Destroy when 3 years olde
93k Applications for Employment - Applicant Supply Files,

e USE General Records Schedule 1, Ttem 15

936 Details, correspondence regarding details of employees and including
irmdividual detail transactions of employees such as arrangements for

travel, justifications for detail, funding and other similar matterse
« Destroy when 3 years old,
937 Dual Buploymemt, correspondence regarding restriction or allowance of

dual employment, containing comment or inquiry, and including periodic
reports of employees dually employed.

« Dastroy when 3 years olds



Retention and Disposition Instructions
BURBAU OF RECLAMATION

938

sLo

0]

9h3

950

PERSONNEL RECORDS, contimed:

S tions, correspondence regarding separation procedures, exit
interviewing, appeals from involuntary separations and periodic reports
of separations and reductions in force.

« Destroy when 3 years olde
a) Retention Registers

o USE General Records Schedule 1, Item 17b

b) Surplus Employee Lists

« Destroy as superseded or whem 2 years olde

PERFORMANCE RATING RECORDS Correspondence concerning rating systems,

appeals procedures, rating guides, reports of ratings and including
appeals files and certificates of performance ratings.
e USE Genmeral Records Schedule 1, Item 23

Training Programs, correspondence regarding administration of jobe

oriented training programs, employee particaipation in such programs,
determinations of training recuirements, evaluations of progranms,
reports on progress in providing and mainting proyrams and other
similar matters,

« USE Generdl Records Schedule 1, Ttem 30

Brpleyee Awardg Files, correspondénce, memoranda and reports required

to administer all programs of employee awards or recogmition including
individual case records and other related material.
« USE General Records Schedule 1, Item 12

POSITION CLASSIFICATION Correspondence and memoranda regarding the

development of standards for classification of positions peculiar to
an ageney and Civil Service approval or disapprovalj including copies
of stardards, case and review files, position descriptions, survey
or audit records, appeals filesg, and other similar material.

« USE General Records Schedule 1, Ttem 7


https://Surpl.us
https://regard.:l.ng

Retention and Disposation Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
POSITION CLASSIFICATION, continueds

951 Labor Management Relations, Wage Board Positdons Correspondence,

memoranda, reports and other records relating to relationships or
negotiations between management and employee unions or other
groups.
» USE General Rescords Scheduls 1, Item 29
9511 Wage Board Agreements and related correspondence.

o Destroy 1 year after termination,

952 P: stems, correspondence and memoranda required to administer
salary or wage systems, coples of legislatlion establishing wage or
pay systems, or as required to document pay adjustments or pay for
holiday and other *i;ypes of duty, lump sums or terminal pay, providing
for cost of uniforms, and other similar matters.

« Destroy when 6 years olde

2) Salary Tables
« Destroy when 6 years olde

b) Wage Surveys, correspondence, memorands and other records of wage
surveys in selected locales or types of work and recommendations of
rates comparable with private industry; also include survey work
sheets and recapitulations.

+ Destroy when 2 years old,

960 LRAVE SYSTEMS. Correspondence, memoranda amd other records related to
establistment and administration of leave systems.

o Destroy when 3 years old

a) Record of leave data transferred (SF=1150 or equivalent) for
separated employeese
e USE General Records Schedule 1, Item 1

b) Records of leave use such as SF-71, Application for Leaves

o Attach to Time and Attendance Report for period in which leave
taken.



Retention and Disposition Instructions
BUREAU OF RECLAMATION

970

970-1

9703

PERSONNEL RECORDS, continued:

Persomel Relations Records, correspondence, memoranda and other records

regarding employee relations and welfare and counseling; including such
matters as work hours and conditions, support of employee welfare and
benefit groups or associations such as recreational groups, credit
unions, employee assoclations and employse memberships in professional
organizations, social groups, and bargaining units (unions)e

o Destroy when 3 years olde

e ALSO SEE Ceneral Records Schedule 1, Ttem 29

Investigative Records

a) Correspondence, memoranda and reports of security requirements of
employment such as considerations of employee character and investie
gations of character though arrest records, employee references,
Hatch Act considerations and other similar matters.

« Destroy when 3 years olde

b) Case Records of the Civil Service Commission.

+ Return to GSC on loss of employee or when no longer required for
references

¢) Case records of the employing offices

o Destroy on loss of employee.

Equal Bmployment Opportunity Records, correspondence, memoranda and
reports required to promilgate and administer the program.

« USE General Records Schedule 1, Item 26


https://SOhed:u.le

Retention and Disposition Instructions
BUREAU OF RECLAMATION

PERSONNEL RECORDS
PERSONMEL . BELATTONS RECORDS, contimued:

71 Position Temure and Conduct, correspondence, memoranda and reports

regarding standards for employment {character and fitness) and for
employee conduct; disciplinary actions and the filing amd conduct
of grievance appeals; and including reduction of employee pay and

grade or separation for reasons other than reduction in forces
« Deatroy when 3 years cldo

a) Grievance, Disciplinary and Adverse Action Case Recordss
« USE General Records Schedule 1, Item 31

b) Standards of Conduct Filesa
« USR General Rgcords Sghedule 1, Item 28

¢) Personnel Counseling Records.

« USE Ceneral Records Schedule 1, Item 27

9T Health Programs, correspondence, memoranda and reports regarding
participation in national health programs and with health uniis at
Covernment installations (such as the Health Unit of the Public Health
Service at the Denver Federal Center), financing such programs and

other similar matters,

s Destroy when 2 years olde

975 Ingsurance and Compensation Programs, correspondence, memoranda and

reports regarding health, 1ife and compensation programs available to
Federal employees; enrollment plans, payment of premiums, applications

for benefits, and other similar matterss

« Destroy when 3 years olde


https://RECOR.re

Retention and Disposition Instructions
BUREAU OF RECLAMATION

975=1

9752

A 975-3

PERSONNEL RECORDS
PERSONNEL, RELATIONS RECORDS, comtimied:

Injury Reports, CA-1 and CA-2 forms and related correspondences

a)

b)

c)

When not reported to Office of Workers! Compensation Program
(See FPM Supplement SS=6 1lc/3/ 293-31)e
o USE General Records Schedule 1, Item 1

When employee consults a physician and a claim for compensation
is filed with Office of Workers! Compensation Program.

e Forward all material to OWCP.

Reference copies of injury reports and related correspondence,

o Destroy when 1 year olde

Retirement Systems, correspondence, memoranda and reports regarding

retirement systems for Federal employees; payroll deduction increase

or decrease, payment of anmuities data, and other related matterse

a)

b)

c)

e Destroy when 3 years olde

Applications, for death benefits, retirement, refund of retire-
ment deductions, to make voluntary contributions and including
individual retirement recors and designations of beneficiariese

e Transfer to Civil Service Commission on retirement of employee;
destroy coples when 1 year olde

Registers of separations, transfers and adjustments and anmal
summaries of retirement transactionse

o Destroy when 3 years olde

Other forms and reports such as quarterly reconciliations, lists

of transfers in and out, lists of separations by retirement, and

summaries of retirement fund transactionse.

e Destroy when 2 years olde

“&Lrue"

ﬁ 2 ble
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Retention and Disposition Instructions
BUREAU OF RECLAMATION

980

980=1

990=1

PERSONNEL RECORDS, contirued:

Miscellaneous Personnel Matters, correspondence and memoranda concerning

social events, retirements, illnesses, deaths, requests for blood donors,
fund raising activities; preparation, printing and distribution of
publications or articles regarding the personnel function; providing for
the contimuity of Goverrment during emergencies; and as required to issue
and renew U. S. Covermment Motor Vehicle Operator Identification Cardse

o Destroy when 3 years old,

a) Motor Vehicle Operator Identification Cards

e Destroy as cancelled or on loss of employee.

b) Driving test results and related material.

e Destroy when 3 years olde

Correspondence and other material about national or local unemployment
cordations including statisical data, plans and programs for relief,

reports of area trends and other similar matterse

o Destroy when 1 year olde

Personnel Reports of a general nature and such as employees listed by

state, sex, geographical location or distribution, by Civil Service
classafication, in occupational groups, and the entire series of
SF-113 reportse
« Destroy when 2 years olde For A‘\g’?os‘n’i'\on ot reloded. FUWdl C““AS, '\'0“(”5/

discs, see %eazuyp\evv\emf covering machine- readable recorots)
Alphabetical and Organizational Rosters

o« Destroy as superseded,



NC1-115-77-1 MACHINE~-READABLE RECORDS SUPPLEMENT




lote:
A 120-1,
A 120-3.

< estimate of the welle

NC1~lf 77-1  YACUTNE-DEADARTE FICCED

-
TR SVTNT
- ik b &

All ditem nu@bers in this Sugpplement include

differentiate mach1ne~readable records from the textual records

to which they relate. The remainder of the item number duplicates
the item number of the related textual record; for example, 4 120-1
machine-readable records relate to 120-1 textual records. ’

tae prefix "A" to

Leothermal Investigationss A one-time survey (8-9-73) of a
geothermal well in Imperial County, Califormia. Recording
wall depth in feet and for each depth the somic velocity,

Gamma~gamma density, Neatron porosity, and other data as
required in an lithologic interpretation and water quality

Tha data was accumlated for an

e e ¢ b s bt

ongoing study of the geotherral potential in the Imperial
Valley of Califormia.

» Destroy upon completion of studye

o~ p

[= ¢

environmental Tmpact Statements, animal and
cngeing data for management studiss:

4 plant 1ife inventories and

a) Arranged by assigned sequence rumbers and recerding data :

b)

such as zbundance, location, genus, corron or family nere,

and other information required to support envirommental

impact statements. Ope=time studies with on-going informaw

tion to time of publication of impact statemente

« Destroy when no longer reguired for references

Base inventories such as described sbove in gpecial areas !
such as wetlands or Counties or Project areas., Data is
in no logical sequence and maintained by multi-access

retrieval system. One-time studies with on-going informam

tion to time of publication of final evaluation reports

e Destroy 1 year after publication of related f£inal
evaluation reporte

 MACHINE-FERDABLE KECORDS. SuprL z/%gzyf
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NC1~115-77-1 ‘achine-Re 1ibls Records STupplsment

A 130"'5 .

A 140-6.

Damage Claim Status Toformation recording claim mmbers,

pame ard address of claimant, claimed amount of damage and
amount paid and other similar data required to administer :
and maintain action of a current basise Program is limited '

to only claims cormected with major dam failures or other
disasters; the data is updated as frequently as required

while claims are being processed and all information is
subject to the Privacy iActe

¢ Destroy 3 years after audit or settlement of all claims

e e oo .

received within 3 years of the inciderte

RECORDS MANAGEMENT: master index to 1igts of records trans-
ferred to Federal Storage Centers over widely spaced intervals
of time and requiring updated inter-filimg of more current
information or extensions of records. Data produces a
yrinted index which idemtifies the shel? 1ist; accession,
page and storage comtainer nurbers and providss a brief
dessription of the records, their dates arxd other informations
Data is updated as requlireds

{
¢ Destroy when no longer required for reference. |

H

e A v o RIS Y
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 2GL=115-77-1 Machins-Readable Zecords Supplement

- - SRS R R T e R ) 4 5 -
A 148, LISSARY MGPAGDMENT, Indexes to literature and non-books (reports)
relating to water resources:

a) Titles or data indexed by subject terms in alphabebical,

.

sequence and by titles within the temm id_enin’.finations.

Retrieval is by use of document descriptors in an
alphabetical arrangememt, Covering under this system
began in 1552 and it has been updated ammually up to

the present times

e Destroy when mo longer required for refarences

b

|

b) Bibliographical inventory of non-books and literature }

related to water resources and wabter resource development %
projects or activitiese A "sortemergs sub-routine®

[

arrangement 1s used for retrieval ard the system is

capable of listing data by river basin identificstions.

e Destroy vhen no lorger required for reference

* e .

A 18, Mgil4mo Lists:

a) BIDDERS, DESIGN AND CONSTRUCTION MIRX. Lists of persons

and firms requesting receipt of proposals to bid for
deslign and constrmction work contemplated by the Bureau
or for information on coniract awards; arranged by name

and Zip Cede,

e« Destroy when no longsr required for references

b) BINDERS, PROFILE CODE ADDRESS FILE. Iists of persons or .
firms and their interests in type of work being offered
for bid by the Bureau; arranged by first line of address :

and second line.

o Destroy when no longer required for reference,

c) ENUIRONMENTAL STATEMENT ADDRESS FIIE. Iists of persons
or organizations to receive envirommental statements;

arranged by Zip Code and name,

s ne

- - .
' ."D@:‘%roj wihan no ionaec re%utfegt For reParence,
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KC1-1 15-77~1 tiachine-He. le kecords Suprlement

A 211,

Budget Zstimates -~ Automnated:

a) Special studlies data for budgst estimates and budget !

gubmissions for the fiscal year; identifyirg program
items, fund, estimated cost, description of item and

projecting cost estimates 5 yesrs in advances Data

is gathered on a contimuing -bagis and is used as base

for various reports required in the progra-ming and
¢coordinating of tudgetse

but not csoner %&M—

« Destroy when no longer required for reference -em-

S -

3 years after close of adrance estimate periods

S

A 2/0-3 Expenditure Accounting Systems -~ Automated:

Code sheels; R Sﬂi&eﬂ'\g Ao required 1n Co«vnfuﬁ:h‘m of Jhe variows

a} Punch cards, tapes,\discs and other media reiabed

Pregrava s expaditure. accountiy ¢ Cos -
FAST STSTEY appidestiens 1n both the SRA AT FICT00mted ‘f *aecounting systems (F’gﬁag FaC )
but not to the COM products (See 2h0-1 and 2h0.2 for x

instructions related to original microfiche products)e

e Destroy 1 year after close of related fiscal yeare

b) Pepreciation and replacement accounting; estimating

costa for operation and maintenance of Project features
or strctures as well as for estimating replacement
requirements, Current unit cost estimates are used as
a base for computationse

3 years affer reladed plast 1S no longer fin o?emﬁm

+ Destroy
¢) Distributions of plant cosbs; a systematic recording of
plant costs (operation, mainterance, replacement) and

the planta (such as equipment in a substation)e

Data arranged by name of plant and related accountse

i
i
é
distribution of the costs to the equipment related to i
i
|
I
3

- - ammn . e AR sk PR = A
o B e e e el il . . EITMe L 6 f .- G &
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NC1-115-77-1 Machine-~ lable Zecords Sugpplement

A 241. Property Accounting ' (Movable Property) - Automated:

A 250.

a)

b)

Quarterly inventory listing of moveable property with 1
descriptive information, acquisition data, employee

respongibility; arranged mmerically by entity number
and then project serial number, §x

Destray whew 3 Years old,

Yonthly listings of property transactions, acquisitions
and losses with reference to receiving or losing docuw

mentations

e Destroy whan no longer required for referance,

ot e H e e s e EOB IR e ot ae T R R e s tr 2 LT

PAYROLL AGCCOUNTING Code sheets, punch cards and other imput media for mutomated

payroll accounting including magnetic tapes bot excluding CCM and hardcopy output

(See retention and disposition instructicns 250-1 thru 250-6 for coverage of out-

pu“b).

a)

b)

c)

d)

Input for preparation of payroll registers, psr card information, lcave status
rerorts, bond status reporis axd other dalz related to individual employees;

l.e4y producing the Master Employee Record in both bi-weekly and anmual issuesa
« Destroy when 3 years old.

Hachine media for compuiation of Time and Atterdance of employees.

« Destroy § months after close of related pay period,

Payrell estimating by employee name, grade and salary.

e Desiroy when no longer required for reference,

Office expenses; erployee name, grade and salary as used in payroll estimating
but arranged by office location, expense category, and other related informa~-

tion.

+« Destroy when no lenger required for reference

T T L R BV

T ey

e PR L A 3R
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NC1-115-77-1 Machine-Re=dable Records Supplemsnt

A 310-1
LABOR STATISTICS
Labor wage rates and index; data gathered from lavor organiza-

tions in local areas and is used to corpute a labor idex for

[ ——

purposes of estimating construction, operation and maintemrce

costse

o Destroy when no longer rgquired for references

A 311

ABSTRACTS OF BIDS

R N L PINRNNE S .. ; “

Analyges of abstracts of bids for uss in estimating constfucte

jon contract costse E
i

« Destroy when no longer required for reference,

A 3322
Data processing systems; punch cards, tapes, discs and basic
program decks used for verification or updating purposes or as 1

a duplicata, a source listing or backep data for securitye

- . Deatmyormsgwh«mauws@sdormlmgermeded.

A 323

Vehicle and stores cost and use accountability data for COM )

H
H

Program 0700, Vehicle and Stores Clearing Accournt but excluding
the COM product (See 323b for instructions related to retention
H

!

of original microfiche,) f

» Destroy 1 year after close of related fiscal year,

A 329

Adreraft operations expenses s cost and use accountability as «
combined into COM Program 0700, Vehicle and Stores Clearing
Account but excluding the COM product (See 323b for instructions

related to retention of original microfiche).

« Destroy 1 year after close of related fiscal year,

e o e O
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1C01-115-77-1 Machine-Rendable Records Supplement

A 330-1. ) T

g e

CONSTRUCTION CONTPACT EARTHWCRK PROGRESS; computation of pay
quantities for progress in earthwork a% Project features or
structure:s such as dams, canals, roads, drainage systems arxd
other similar featuress Includes such data a design progress,
embankment,, change orders, material furaished, plant account,
specification item calling for the work, unit price and other
data as require to compute monthly or other payment to con-

tracterse.

a) Alphabetically arranged by contractor name and specifica-
tion mmber, jitem of specification, and other information

as requireds

e Destroy 6 years after final paymert of contract or
settlement of all claimse

b) MNumerically by station rmumber or zone area in which the

work is performed and with other information as required.

e Destroy 6 years after final paymemt of contract or

settlement of all claimse

¢) Original cross-section data or ground photogrammetry into
card images or taken from stero plotters to card image or .
tape used as a base collection of data from which pay

quantitiés data is computede
o Destroy 6 years after final payment of related contract
or settlement of all claimse
d) Initial input backup for pregress payment computation by

item and specification rumber,

o Destroy 6 years after final payment of related comtract

or settlement of all claims,

Uty ag S P : rperp . S ————
IPINERTITIT e, Sy Nt A e & e T
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A 380-1

g) Property control a.ud custodial records by data prv:act-zssulgL
systems ut:l.lizmg all items listed above as input and ;
resulting in montlly and quarterly listings of property ;
transactions, i
|
o USE Items 24l-a and 241-b, Machine Readable Records :
Supplememts |

A 4304 Cmmmmewan T Lo et

EARTH MOVMN’I' STUDIES EMBANKMENT FAIL!IHB

Triaxial shear test results from embaniment materials from sites
which have suffered from earth movement or failure with such data :
as the plasticity imdex, liquid limit, specimzan size, specific

gravity and similar information, Arrangemert of data is by a

mmerical index assigned earth samples and identification of the
sample location at the structure or site, Results of analyses
are invorporated into laboratory or other similar reports (such
a3 the analysis of the Teton Dam failure in the report, "Stress

Strain Characteristics of Zone 1 Material — Teton Dam.")

e Destroy 5 years after publication of results in laboratory

L
{
}
f
i
H
|
i
f
{
f'
or other technical report, |

R AUt et e P AP Vnn—-*-rrhl?"-\‘i'm:r_ 3 " T T cads TN pawe < o
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A 450
4308 WATER QUALITY STUDY RECORDS :

Compiled results of water quality testing and measurements of
stream, grourdmater and return flows on streams or river systems
affected by Reclamation Project developmente, Data also includes
cherdcal analysis of the water, sediment capacity, turbidity,
raster site, return flow components and other similar information.
Data is used in a mumber of programs, such as:

1) Predicting effects of project develorment on water quality

and return flows in the river or streax bagin,.

2) Modeling the impact of project development on receiving

streansae

3) Predicting quality of water to be delivered to another area
or country (lexico) as well as quan:ity of water (as may be

required by Compact or Treaty)e §

k} To monitor the water supply beirg furnished to irrigators
and aid in improving the quality of the water, {
5} To assess the guality of water and return flows for purposes

of preparing Planning and Enviromental assessments.

Data is arranged in a variety of marners: i

1) By measuring stations, siream basin, flow and chemical consti~
tuent of water, date and time of measurement.

2) By Project, site, dais.ad time of measurement.

3) By strean basin, flow and chemical constituent, year and month.

« Destroy when no longer required for reference
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NC1-115-77-1 achine-feadable Records Supplensnt

A L70 z CLTMATOLOGY - STATISTICAL DATA

Veather data gathered from Weather Bureau amd Reclamation observa=-

tion stations as well as fron other agencie including such informa

tion as solar radiation, precipitation readings, temperatures, and
similar information. Data is used in soil-moiture determinations,
percolation and in the determination of the storage and release of
water to meet project water requestss Arrangement is chronological

by station rumber or rumerically according to year of datae

« Destroy when no longer required for reference,

A 470-1, Project Skywater. Date-gathering records related to research in

atmospheric water supplies:

. o e .

a.

Digital hadar Data.

The "i" irchival [ile containing edited,

corrected and compacted

idsntifying information, averaged

WITHDRAWN

echo-range bin data and calitration data., Identifying
information consists of date, time, location, length of
bin data, type of scan, azimuth increment during sweep
and operator's notes on seeding, Radar data is recorded
in digital video integrater znd processor units (dBm) and
is converted to power units {IBm) through the use of a
calibrater transformation eguztion,

b. Digzital Radar Data. The "D" variable length dBz file WITHDRAWN

containing extracts from the "A" file for sslected study

areas within well definesd range and azimuthal boundaries.

The radar data on the file are in meteorological wunits (38z).
Identifying information for sach sweep recorded on the YD" file
consists of a case ID, date, zime, tilt and azimutn of radar
receiver, azimth increment, range start and end. The purpose of
the file is to supply the user commnity with data already edited
and pre-processed which has current or future valve and is in

an easily accessible and compressed form, Its most probable use
is for aereal precipitation analysis.

¢. Digital Radar Data. The "3" or case study summary file WITHDRAWN
containing general information record, a volume summary
record, and a tilt summary record for sach antenna elavation
angle up to the maximum tilt,
FHMENENT . OTTer—toN¥ARS—whenne—teonger—reguired-for reference
. . . + )
d. Digital Satellite Data, Digital satellite data tapes are ITHDRAWY

composed of raw visible and infrared (IR) radiance counts

Lo




NC1-115-77-1 lachine-Read ¢ Records Supplement

4 470-1., ad (continued)

with line documentation, The data is interlaced visible

and IR composed of 6 bit visible and 8 bit IR words, 2200
words per record. Every other IR word is a zero, The first
126 words of each IR record is line documentation infcormation.

A 500,  EOTNEERTEG APPLICATIONS ~ GENGRAL
2) Quantity cormutations (earthwork) ut:lizing sonrce pro-
. ﬁ——"
gram card files with various prograes wsritten in both

Fortran ard Cobol and used for computations associated

with desizn and conzuruction planaing for warious
W

featy nal
project features such as danms, canals, nf_r_l work,

\ e T e e s e TS

and other similasr activities, '

+ Destroy when mo longsr reguired for referenca,

b} Curve szlactions fitbing series of data points; a data .
deck-series (da*a pointa) fitting curves by either the '

least squares or palyucminal rmethods.

« Destroy whan no longer required for refazencee

A 502,

Froject Cost Estimating; labor rales prevalint in the
P iiebid

censtruction trades %o be considered in estirating project

i
|
N |
%
E

construction, operation and rmainienance costs ‘o be incorporaw-
et

[——

ted Into current DC-Y Project Cost Istimaies.

|

o Destroy when no longer reguired for references ‘

[ PO L TRV
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NC1-115-77-1

A 503,

A 504.

A 506,

. 3 .
/ 1502 to the presente ./ i

Yachine-Read: : Records Supplement -

Ergineering Drawinrgs Microfila System; data creates a rasier
Index to cdrawings ad desizgns at all Bureaun of Reclaxation
--_‘*_/"- - '-“_‘—""\—\———\__ ——
ture carxd)

—

irstallations upon entry into the microfilm (aper
e =

211 official drawings (including mamfaciurer, other’

'

systeme
zgency, and similar reference types) are included in the

systeme Output consists of two inderes; (1) 2 rumerical
T

—

i

N . 1

index identifying Project, station, drawing sequiénce and '
very brief description, and (2) alphabetical subject index I

by project,

T e

b?.droj when no- ianser neecled. For refecence.

T

BORROW AHEA INVESTIGATIONS & HEPORTING
a) Field data; investigation of borrow pit areas, type and
quality of material. Data from field books, maps,

geology reports and design requirementss Updated as

required,

e Destroy 6 years after completion of related earthe

work contracte

b} Overhaul quantity ard distance calculations for cost

estimatirg purposes and for design purposes., Data is

taken from survey data and design requirements,

o Destroy 6 years after completion of related earth~

work contracte

oo o ;T - - .
S'L-:ucture;?e\ri:-n vainterance Progrimy’ oureau-wide éata tase

!

3 P aRilie _'

for use in acninistering operation, mziatemance, rshacl:iea l

e e e e et e '

. . S i

+3on and bettercent progranms (inspections of structures and ,

P - . . !
jrrigation works)e All structures (najor and minor) are

ircluded; identification is by Region, Project, responsible :
{
¢ivision or unit, inspecied status of the structure and :

i
. . . . i
action required or taken. Data comtains inforzation from !

Desi—rot! whew  ne ]Mtﬁzl‘ needed Fer reference,

R A S - B e L T T i R aa ] e
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NC1-115~77-1 Machine-Readable Records Supplement

A 510, DAMSs DESIGN AND CONSTRUCTION CONSIDERATIONSe Data-processed
programs related to analysls or deteminmation of structural
strength in the design of dams; determination of dam coordina-;-

tes, block layout patterns and volime computations; to analyze
stress for desigm purposes and record behavior of structures

U R U

under stress and load comxiltiomae

e P S IR T .
A v I i

A 510—1. . e v P 2GS YA RN ‘;:“ﬁ-?:-.,‘;::;'u-;.,.uw.- e -

Arch Dams Stress stem

a) Master program and subroutine tape; system backnp of .
1,000 sourcs card images converted to tape. Arrangement
or sort begins with main overlay. Data is lf.pdated

month]:r. . ;
« Destroy when no longer required for referencos

b) Dynanic program tape; a binary program which because of
infrequency of use has been removed from the system and
s;aved on tape. Arrangmnt or sort begins with the main
overlxy. Data is updated anmallye

- Desmymnmlmgurmmmrefw. ;

A 510-2, S .
Behavior (bservations; structural behavior of dams under

stress or load comditions as recorded by meters and other %

instruments installed within the structures, :

a) Creep History; data reduction of :Lx;cments of strain
from loading as recorded from Carlscon strain meter dataes

The history is in a mmerical arrangement by group and

strain recorded currently and prior readings. Data is

reduced every two years with an update every four years, |

« Destroy when no longer required for reference

b) Meter Data; readings from meters and instrumemts measur—

ing stress, strain, joint openings and other structural E

behaviore Data is arranged by name of structure, type I‘

of meter or instrument reading, group mumber, date of
reading and the reading. Data is reduced every two

years and updated every four yearse

s Destroy when no longer required for reference.

T e - O e - 1 . .- oo e Ay -y TS oo s« v - u e o - > B L T .
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MC1-115-77-1 Machine-Read. .e Records Zupplement

A 510-4.

A 510-5.

A 510~6,

~

Construction Coardinate; Block Layout and Volume Program.

A 1list of programs ard subroutines which describe the

controllirg geometry of dam structures, the volume of
blocks by 1ift and the survey control points for contractor
use in placement of concrete, The data serves as a

system backup for source-card images which are not main- i

tainet_i. Arrangement or sort begins with main program.
Updating i3 anmally. ;

o Destroy when no longer reguired for reforence.

Centerlins Profu‘e;;nsyathans progranm which computes o

centerline profils for use in flat saction eartimork b

program. Input from feasibility reports and topography. :
Updating is periodic,

« Destroy when related construction contract £ile is
destroyeds

DAMS, Eerthmoric Estimstes; sarbiwork quantitities compubation
by volume and type for estimating pposes; using data from
topographic maps, geology reports, survey data, Use in
advance planming and design studies, Updating is variable,

o Destroy upon completion of work under related construction f
contracta E

DAMS, Site Selection Reconnmaissance; calcmlation of volume

and recomnaissance costs for earth dams utilizing crest
elevation and profile data as inpute Program results are

used in comparing dam sites. Updating is periodic,

o Destroy when no longer required for referencee

R Y TETm i oA T 7 S 1 T T
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NC1-115~77-1 Machine-Readable decords

A 510-7. structural amilysis Programs

A 510-9,

A 511,

information as required of the individual progrzms:

Supplement

[
a) Data for finite element models to execnte dynamic analysea}
without having to start from the very beginning and cone I

taining data to re-start analyses. Sort is varisble .~
depending on how the deck is to be read,

« Destroy when no longer required for reference, ;

) Wsta:fs'backup programs and subroutines (Version L), i
Tape replacing source card images ard sort begimming
with main overlay, Updated anmmallye

¢ Destaoy when no longer requirved for references

Dm,rmm;meydaéafmareaa!pmposeddam {
sites for use in design studles, layout of the dam, and
for comparison of damsites. Data derived from survey notes, e

topogravhic maps, geological investigations data and other

gimilar materiale. Updating 1s periodice

(ol

» Destroy when no longer required for references

NI

DAMS, Node and Element Data; data rkquired to describe the
finite element mode for dams, Analyses br individual dams

avoids nacesssty to redescribs the entire finite element

v e o

1

model in future analysese Arrangement or sort is dependent’
on program reading the data. The data is of conbtimiing
nature,.

¢ Destroy when no longsr required for reference,

B L T e A T e sy AT RS e,
- RIORE T 3T

RESERVOIR MANAGEMENT; data processed programs recording the

storage and release of water for irrigation and other purposes E

at Bureau of Reclamation reservoirs together with records of H
)
i

stream and return flows, elevation of reservoir, precipitation,

temperature, demand and delivery statistica and other similar

«

PRI S 1 4 mreen SR e Tm e o ssper e e N v e s ey, o
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NC1-115-77~1 ‘achinz-Readable Records Supplement
Daily Accurmlations of Batag

A 11—
A 511-1. a) Reservoir elevations and capacities information for use in

preparation of area-capacity tables.
s Destroy 1 year after preparation of the final aream
eapacity table,

b) Water log information from all locations reporting data
and which is later incorporated inmto the daily bistorical
£ile,

» Destroy ) month after invorporation of data into the
daily nistorical filee

¢) Historical water record of daily statistics using the

multi-data base amd used to compare old aod new data for
forecasting purposes and preparation of the elevation-
storage graph for thes year showing mintmum and maximum
datae Updated anmally,

e Destroy when mo longer required for references {
A 511-2, Weekly accumlations of data with only one-year of data '

being retained, Updating ia weskly. 1 i

v

. Dwtmﬁmlmrolﬁ,mﬂdnﬂmoﬂymmror

A 511"3. v

St - A

Eistorical cpm-atiom‘data co]lec:birig and reporting on a
monthly basis (sometims called a Water Supply Master File)
and recording such information as ressrvoir storage for

the current and preceeding year, changes in storage, listing

water releases to irrigation, to runicipal and imdustrial

use, for flood control purposes, and other similar informa-~
tlons

-

48 e s o o o i R R WA

a) Historical data by project mmber, reservoir mmber,
datae and other information as furnished by data coding
form and updated monthly.

o Destroy when no longer required for reference.

2

b) Historical data in random accesas file updated yearlys

o Destroy when no longer required for refersncae

N e e SRR T M e
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A 511~/ . Anmial reservoir operations data for individual reservoirs

storage credit computation with water measurements and .

!

opezation statistics determining individual water organiza-;
tion storage credits in the reservoir, Data is used to :

f
1

prepare anmial operations summary for the reservoir and i

to verify that operation., Updated monthly.

e,
- T

+» Destroy when no longerrequ:h'ed for refersnce,

f"). 51-1"'5. e
Small reservoir sizing computations; data check and fiald

reconnaissance estimates determining dimension-and cost
of small asphlat lined reservoirs, ‘
. j

i

« Destroy when no longer required for referenca,

& 511-6. : o

Flews ard diversiors data; streamflcws,

flows ard diversions

at dams in 2L 3
axs in 2h-hour averages and variances of floas from 4ha

paster schedule., Data is used in Freparing enalyzes tablea

Ll

ard can be retrisved by table iden-ification or by nonth, -

a . : :
cay or flow quantity, Daia is tpcated at 3 to 6 ronth interw |
f

vals and duplicated fn the iransfer of thedata to ihe tatles,,

e . - s
o Desiroy @ren no ionger required for reference.
. TL L = Pl e

s

!
- ¥
E s N

A 5]—1"70 ) N gr t;

5

Trrigation efflciency studles; water deliveries to Irrigation

or Drainage Districts by date, tummont rurkers, contrect

identification, hours or irrigation, cfs, acre-feet and othar

informwations / P

a) Irrigation rscords computed armmally and used by a K

Technical Field Cormities In evaluating efficiency

s

in their fiscal vezr renorte
SN TR LibtE LREL ThRonY
« Destroy when no longer reguired for reference.

b) Crop production ard other sirplar information for

water tudget analyses by a Technical Field Cormittee i o7

»

vear reporte Ly rrwiny s o Cipradlp YRl
7, U

evaluating irrigation efficiency in their fiscal J\

- A

« Dastroy when no longer required for referercee )
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C1-115-77-1 Machine-fead e Records Supplamnent

~

A 512, Annual Cperating Processing Plans Data, “ater operations for onse
irrigation season summarized and projected operations for the forth-
coming season predicted, Thiriy year averaged inflows and end of
irrigation season (September) storages are used as a base along with

other statistics derived from the programs described in Item 511 et al.
Data is updated annually.

Destroy when no longer needed for reference,

J St v Sl ¥ vaaa

A 520-2, GCanad ba:;ac;ity Studless

t

a) Canal izpsovexent sizing data such as length, czpacity,

¥
losses and other data on carmel systems {1.e., rain caral,;

laterals and sub-laterals). Data is zlonabetical by

canal code and numerical by lateral rumbers. The study
14

is usually of a one-vime nature and o updating is

usually perfor-ed. !

« Desiroy when no longer required for reference,

v

- i
b) Lateral improvement sizirg cata such as length, capacity,

losses and othsr data for processing purpeses, Data is

arranged by laterial identificaion and is part of a /
i

j
one~time sludy involving no nodating,

s Destroy 5 years after completion of related study.{
- 520"3' . o

. . . . -
e e B I I ¢

Papthwork OQuantities for estimating consiruction costs and l

for other prelinfrary.design-and.cosh giudies; Incleding such
b

statistical data as center-line cut, cross-zection Revels,
g et

cuantities for seeding and topsoil restoration; arzalyses of

construction cests; wastebank analyses; borrow areas and

3
>

related quantities; culvert requirements and costs; design
ard hydraulic dataj overhaul guantities; bridge ard road
requirenents and quantities; drainsge az-‘ea data, runoff
calculations; water hammer analysis of pipelines and other

similar datae

+ Destroy when related construction contract is eligible

for disposale

o e AT T T SR o e TS s T Y S S e
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TC1-115-77-1 lachine-Read

*& 520"40

A 530-1.

Records Supplement

Diversion Schedules - Turnouts; canal system turmout studies

for purpose of determinint water capaclty required for
delivery or diversion of water to farm wnits. ALl turnouts
in the system are included and arranged mumerically by an
assigned sequencing mumber. The data is updated arrmally

and i3 used in the preparation of construction specificationse

e Destroy when relatgd conatruction contract is disposeds

o N
o D . R
. . Lt 0 " e

DRATHAGE ATEAS — DATA PROCESSED APPLICATICKS; results of
surveys, topography studies, weather @ata {(daily or otvher

pericdic reporting of precipitation), hy<-olezic characterw

e

istics of the drainage srsasy amd dala Srom sonl conservaw
ettt oA

tion ramials, ihe NOAA Atlas I7, znd hydraulie stodiss.

The inforration is on boih data cards and tape, it is not
updated.regularly but only as regulred and the daza i3

used in the desizn and advence nlenning of drainagze sysiers.

a) Drainsges area characteristics, m;cal..

« Destroy wmen no longer recolred for references
b} =2uneff computabtion by dreinaze areas of canals, for

merged areas of drairage, and as combined with storm
freguency daza by project areas and siructares and vsed
in determining storm runoff qaantitiese

» Desiroy when no longer reguired 20T Teferencee

cremental runoff by arsa and location; input to other

5y

c)

‘o

rograns involving drainage from runoff,

~ o Destroy when ro longer required for referendes

4} Flood stndies; pracipitation and Trequency of excess or
ood amounts of runoff and their effect on drainzge

p=S gk I

g

o Destroy when no longer requzred for rﬂfereme.

- e ‘,,,_‘. -
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NC1-115-77-1 Machine-Read .e Eecords Supplsment

A 530-3.

Zvapoiranspiration from dralnaze; program reading daily waather

*

and precipitation data for calculation of consumptive use of !

water by the Blaney-Criddle methed by crops during the winter

zonths or other periodse % ’
]

e Dsstroy when no lorger required for rei‘e‘rezonc‘:e.

Excavation quantities and right-of-way comsutation for drain

construction and used to estirate recormaissance costs, . :
« Destroy when related construction contract is disposeds

- .

T -t

P ’ : BN
A 540-1, ey "
PUMPING PLANT CCST Z3TIMATING: dala decks cortaining costa

information related to operation, maintenance and replacew
ment of equirmsab at plants exd Yo ccopare operzating costs

azong planise

a) Anmzl cosis of pumping, rlant opsration, pipeline,
R

electirical enargy, and othar data to dzsermine pipe

dizmeters and head elass reguired, ‘ -

N~ s Dasiroy when po lorger reguirsd for reference,

.

b} Reconnaissance cests Including switehyards and
N
anmzal opsration, maintenance sud.replacenenis of

= p—

-

equipment. Cost comparisons between dufferi-g ;
et P A M

plants are presared.

s Destroy when no longer required for references

N
'
DN

-
A 530—10 P ;
WATER HANAGEMENT STUDIES BY CQIPUTER !
i
{
;
Alterpative wabter menazement concents by indivigual rivers |
1
or river systems for ad/irce planning purposes and cordaci- |
ing water surface profiles from remoie sensing and topo— X
graphical datas. Data 13 on tape and updating is varizblees |
f
« Dsstiroy when no longer required for reference,
) 3
»
*
T
- i - R e I e e N e e e "
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NC1-115-77-1 “achine-Kead. .e Records 3upplement

£ 550-2.

A 550-3.

A 550-4.

A 550-5,

Forecasting Water Supplies; data base and processing pro-

grans used in forecasting water supplies by specific conixol,

points. Basic data is from USC3 Water Supply records which

e e i

is updated momthly and arranzed in chrozological order

iTEerle

e Desiroy when no longer required for referencee

Oce-ztisns Simdies; streamflows by year, month; m2ek and

in 8—day periods for use in adzance planning studies by
Projects. Operations can te conputed by varying periods of
time (daily, weekly, monthly, yearly, etc.)s Data is on

card and duplicates inforzation in USGS ¥ater Supply Reports.

a———

« Dastroy when no lornger required for referencee

- - AT a1 TYRE_TE A AT w4 i PRI T 2t

R A TP S

noff Racords:

2)

Historic records {rom USGS records on Tarious streans

and used to corpare varicus plans of rater development
and effects of develorment in the area or river tasin
being studied, Lata is in crronolozical order by
river locatioa and is updated anmuallye
« Dasiroy when oo longer required for referencee

b) Punoff computed by correlation methods in unformatted

order and used in all plamirg strcdies. -

¢ Destroy when no longer

required for references t

& e R

Streamflows from USCS gages 3n selected rivers and creeks- in
o et

areas being studied for water resources development feasi-
bilities and advance planninge Data is chronological by
gaging station rumbers and then containing readings; it is

available in two forms:

a) Master Data Cards

+ Destroy when no longer required for references

b) Subsets of the Naster File

« Destroy upon complaetion of the studye
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NC1-115-77=-1 ‘lac

A 563-1.

b)

»)

c)

1

hine-fe. ble kacords Supplement

tmicizal znd indusirial water sapcliss; data

cnsisis of all

S m
v
e e

R v . .
equireant and other expenses intolvad in

——

runicip

al and indes*rial uses which is us=d ssance
e e ——— W'ﬁ'—m"“‘\
cost estimates for such activities as:

\

|
a) Dessalting plamts and facilities in accordance with tha

Buresu of Reclar=tion's "Des:zliiing Handbock for Planners,.®
Data is updated as reguired.

e Desiroy when no longer required

Agueduct systems including pdmping plants, pipelines and

other festures with data updated as reguired,

e Desiroy when no lorger required for refarencas

TCHR ’

or

statess 7Thz 2l printous conzists of estizated erergy
dermands and historical date. Tre data is updatad

yearly,

psrceriage increases. ArTawges Ty city, stzie, sonth ;
s o e . i
znd year, Updated zrrmally, vsizng Form PEM-8l 2s inpute |
1
i

e To be sch-duled

Cosreat

ve Pomar Associ:s tor
CRInLSkI I SETEN T E
menunly calculat:on/gf pewer usage inside ad cutside the |
marteling arza (USBR). ATrengesens is by cont™ ond tre

anmal energy use 2nd other data., Tata accurmu-

n.s

torical record of éderarnd &nd energy and is

roed in loed estimating. Arrarged by states, cities ard

copy of the output is sent 1o custcrerse

schednled by the Depariment of Toergy

A
Ly, S
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"Cl-115-77-1 llachine- dable Tecords Sinplerent i
A 630, continued

ren i

for custoner znd whealin

subsecnently erzsed;

the data is run cnce

)

ject lands by lccation and suitabili~

7 T dcatien {clazssaflzation), acrezge and other anforma—- o

« Desuroy vhen oo longaer requized for referernces
-
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- #01-115-77-1 l‘achine-F lable Zecords Supplement

A 740-1,

crop predusiion ard livestoc

t lads. Data is ussd to pre:
benefits a2 repzjicent of Project costs.

¥arm anput varies as does updating.
;
;
o Desiroy when no longer required for rcieTepces |

A T43. TRAIGATION MAdp __4,:..’1‘; fama-irri e ; sin as

ma locziion, acreage, classific tion of Iz

4
fog
o
@
|
¢

]
&

canal, ir-igation class and other 1nforzzzsicn. Data recording

a) Car2l sysiem improverent scudies; data asranged by canal

code znd canal xremonic.

A 180-3,

R780~+.

-y L. -y e s e ] B - . 3
-2 stmarries for reporting purposes. Information is
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: NC1-115-77-1 liachine-! lable X

A 780-5. tnpat ol lood ooy o)

o
o
k-
b
3
7
-

sy tract, conmbrach ond ocation for -

tremsEeLions |

DAY ecords) have besn !

« J231rTy when ro longer reguired for references

A 820. 5T O LNETITS STUDIZS - DATA PPOCISST

Sedal Al RRRC

Lo B TR RGBT o s r CLle P ANETTM T

o) Tooreais raies of restula; o
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Faoclors In comrutatisn of econsmic s
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"C1~115-77-1 ‘fachine-Readable Records Sunnlement.

Cirs e memy S
JTLEWTS, TATA PROCEZST

A 831. 2) Shaveslaid « perthin dataj lanm

Diszmrict = the amount of ast

P5=d el

{279

» Deostroy upsa bermination o

b} Fater Deliveriss; dazta reguived to zaaz

by rmrerfcal ofes ol other wones indicanicz areiler Vhe
data is original or current, the frri
far-n unit maler are alss idensivied, Douz is uwdate
vamd aamelly end also records wome land o L=iflcetion
cnd duty of wate

Desyroy when n \ca:}er needed e

tePerence.
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NC1-115-77-1 tliachine-Head..le Records Suprlement

A C75-3.

i

Data is errirged by eoployee nzme ond is
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